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ABSTRACT 
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Introduction 



The National Home Study Council is proud to issue the third 
edition of Home Study Course Development Handbook. The Hand- 
book was first published in 1980 and was revised in 1988. it has 
been an NHSC ''best-seller" and has proved to be an indispens- 
able blueprint in helping guide hundreds of home study course 
writers and developers in creating good correspondence courses. 

This Handbook is a collection of current, practical, and essential 
guides on how to develop a correspondence course. It presents 
the vital skills and knowledge developers of home study courses 
need for success. The Handbook covers a complete range of topics 
of course development, from market research to the final printing. 
It is intended for use by new home study Directors of Education, 
course writers, instructors, or anyone interested in home study 
course development. 

The Handbook authors are practicing home study educators and 
experts in the correspondence study field. The NHSC is deeply 
indebted to them and expresses gratitude for their fine contribu- 
tions to the advancement of the home study field. 

Unlike the previous two editions, this edition of the Handbook 
goes into greater detail on the important new developments in 
communications technology. Understandably, when 13 different 
authors each write about a common subject, there will be some 
duplication of the topics covered. This Handbook is no exception. 
But wc are reminded that one of the cardinal tenets of sound 
correspondence instruction is the liberal use of "repetition." 

We hope that you will find this third edition of the Handbook 
useful and we welcome any suggestions for future editions of this 
classic. 



Michael P. Lambert 
Executive Director 
September 1993 

P.S. We urge you to acquire the other tzoo Handbooks in the NHSC 
series, one on student services and another on advertising. An 
order form is bound into the back of this Handbook for your conve- 
nience. 
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From Theory to Practice 

by 

Michael P. Lambert 
Executive Director 
National Home Study Council 



In this initial chapter, Michael P. Lambert sets the stage for our discus- 
sions about course development for the entire Handbook. 

Mike, who has visited over 400 correspondence schools over the past two 
decades, speaks from a background rich in experience in home study 
education. He summarizes correspondence learning theory and presents 
ideas on how to apply the theory to text design. 

"The developer of course materials today," he writes, "is able to choose 
from a diverse and exciting variety of media to accomplish the instruc- 
tional mission of ensuring that real learning takes place" 



Correspondence — or distance education — has always relied upon 
the printed work to carry its instructional message to the learner. 
The home study programs of the 19th century were based on 
textbook study, including the King James Bible. 

Textbooks gave way to specially-written lessons, modularized 
booklets and other print-based reading materials. While print 
remains — and will likely remain for some years — the mainstay of 
distance education, technology is making dramatic new contribu- 
tions to the enhancement of the method of instruction by corre- 
spondence. 
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Most home study educators will agree that the media used to 
transmit and facilitate learning at a distance is secondary to the 
learning principles and strategies employed. Sound correspon- 
dence instruction is "media indifferent": if a videotape, audio 
tape, computer disk or compact disk is usable and cost effective, 
then the course designer should feel free to consider its use. There 
is no argument today about print versus computer, telephone 
versus mail or textbook versus booklet. The developer of materi- 
als today is able to choose from a diverse and exciting variety of 
media to accomplish the instructional mission of ensuring that 
real learning lakes place. 

When the first NHSC Home Study Course Development Handbook 
was published in 1980, the various authors quite naturally wrote 
about print-based texts. Discussions about technology were con- 
fined to a mention of audio cassettes, video cassettes and the 
telephone. 

Today, course developers need to be knowledgeable about much 
more than print technology if they are going to provide their 
students with the best available learning tools and experiences. 

Much of the content in this edition of the Handbook refers to or is 
based upon "text creation." But the many principles you will read 
about are readily applicable to any media, since text is fundamen- 
tal to all distance study programs. 

Ltt's begin with a summary of correspondence learning theory 
and conclude this chapter with some ideas on how to apply the 
theory to text design. 

Theory of Learning by Correspondence 

Educators are still at a loss to explain exactly how the learning 
process takes place in the chemistry of the brain. There has been 
woefully little conclusive research on how adults learn, and there 
has been even less published research on correspondence learning 
theory. 

Yes, we make attempts to describe what we do, and maybe even 
why we do it. But we are hard pressed to give a discreet, under- 
standable and accepted description of the theory behind the 
success of home study methodology. 
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Let us approach this topic by describing some of the basic beliefs 
or axioms commonly held by home study educators: 

• Learning takes place everywhere, and most of it outside the 
classroom. 

• Home study learning theory is based on the concept of 
independent, mature learners studying formally prepared 
materials in a given subject. The learners are motivated 
primarily by the interest they have in the subject they are 
studying. 

• The theory espouses the concept of "captaincy of self/' 
wherein the individual student assumes responsibility for 
activating and sustaining the learning process. The teacher 
(or more properly, tutor) plays a supportive role by guiding 
the learner, giving encouragement, and providing periodic 
feedback and, hopefully, external motivation. 

Using these concepts and knowing in advance that the vast major- 
ity of home study students are in the 25-35 year old group, we 
should look closely at problems facing the independent adult 
home study learner: 

• The student may lack confidence in his or her ability to learn, 
especially if there is little contact with other students work- 
ing on the same course. 

• As a result, the student may be fearful of not doing well and 
feeling there will be a loss of face if all their work is not 
"perfect." This, then, may result in a delay in submitting 
work for the instructor's comments and guidance. 

• The student is anxious about how to combine or reconcile 
study and family demands and demands of friends, neigh- 
bors, the boss, workmates, and the myriad of other things to 
do. There may be a guiity feeling about spending time "shut 
up alone with the books." 

• Then, too, the student may quite simply feel too tired after a 
hard day's work to settle easily into a mental effort. The 
"attention span" of an exhausted adult learner is about 20 
minutes! 
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As they ponder course design and weigh these factors, home 
study course developers should recognize other important 
traits in adult learners: 

• The adult student has more experience, more knowledge 
and, above all, more motivation, than most school-age 
students. Many have lost the innocence that lets youth 
imagine that time stretches endlessly ahead. Most adult 
students know that if there is to be a more rewarding job 
or a more fulfilling role in life, there is little time to waste. 
A strong sense of purpose can more than make up for 
being out of practice as a student. 

• While the adult student's ability to memorize facts may 
not be as good as that of the younger student, the ability 
to grasp and analyze underlying principles and the rela- 
tionships between facts is better. This kind of understand- 
ing is far more valuable in post-high school education 
than the mere knowledge of facts. 

• Numerous correspondence study research studies have 
shown that adult students learning at a distance can do 
just as well as younger students working in a classroom. 

• Correspondence courses offer new ways to use free time 
creatively: kits, experiments, lectures on tapes, interactive 
learning, etc., all providing a multimedia approach that 
can effectively compete with TV watching. 

For the most part, home study instruction relies on the factors 
listed above. Since most distance study students are adults, 
there is a happy marriage between home study and andragogy, 
Andragogy, or the science of helping adults learn, is based on 
these assumptions about adult learners: 

1. As individuals age (20 to 70, anyway) they become less 
dependent and more self-directed; 

2. Past individual experience helps adults establish self-iden- 
tity and is a learning resource; 

3. Adults' readiness to learn is related to the developmental 
tasks of their social roles; and 
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4. Adults are more problem-centered, and less subject-centered 
in learning situations. This is one of the most important tenets 
in all of distance education. 

N0V ?i et \ ta n e 3 l0 ° k 3t h ° W h0me stud y course developers can 
meet the challenges and successfully teach learners at a distance 
Since most courses use text materials as the primary information 
source, we will concentrate on how correspondence learning 
theory is applied in the writing of good text materials. 

Over the years home study school educators have accepted some 
basic principles of course and text design. Important among these 

1. The home study text is not like the typical college text-it 
must do more than just provide information. 

2. Home study courses must teach, explicate, anticipate ques- 
tions and, in general, serve as teacher, facilitator, classroom 
mate, motivator, and be the source for needed information. 

3. Good courses must come with built-in readings, assignments 
evaluative instruments and inspiration for students to con- ' 
tinue. They must challenge the fast learners and still hold the 
attention of, and teach, the less gifted. 

4. Home study courses must teach the essential, current body of 
knowledge, skills and attitudes to meet course objectives 
using media that are economically feasible and educationally 
etfective. J 

5. Home study instructors serve primarily as evaluators of 
achievement and responders to technical queries. Their role as 
dispensers of information, "lecture givers," is minimal. Their 
role as motivators of learners, via written or oral commentar- 
ies, is an important function. 

The system of teaching by correspondence can be broken down 
into the following functions: 
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Function 

Information Delivery 



Elaboration and 
Explanation 



Motivation 



Reinforcement 



Evaluation 



Learning Completion 



1 Courtesy: Dr. Charles B. Marshall, 
The Hadley School for the Blind 



Discussion 1 

Materials are based on specially writ- 
ten texts and written for a specific 
audience. Home study authors and 
editors have a detailed profile analysis 
of their prospective students. 

Study guides and texts are uniquely 
designed for the special needs of 
thousands of students. Analysis of 
areas where students need additional 
information assists editors in making 
material more relevant. 

Motivation is consistently incorpo- 
rated in home study text materials. It 
is also expanded by personal com- 
ments on graded assignments along 
with helpful model answers. Motiva- 
tional letters are sent regularly. 

The student writes a question and 
sends it to the school. Each question 
receives a personal, detailed reply. 
Self-quizzes in study guides provide 
written answers for permanent refer- 
ence and review. 

A series of written examinations, 
evaluated personally and supple- 
mented with model solution replies, 
are used frequently enough to mea- 
sure learning. The student is not 
allowed to progress through any 
substantial amount of the course 
without a complete understanding of 
the material already covered. 

Making use of the graded test, learn- 
ing should continue until the student 
attains a thorough grasp of the mate- 
rial. Review of the returned, graded 
paper and understanding the model 
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Function 



Discussion 



solutions are intrinsic parts of the 
learning cycle. 



Application of 
Learning 



The home study student frequently 
applies on the job what has been 
learned the night before. "Learn it 
today, apply it tomorrow," is a major 
motto of correspondence educators. 
Because most home study programs 
have specific career or vocational 
goals, learning tends to relate specifi- 
cally to the job and may be applied 
immediately. 



Finally, home study text design is predicated on these assump- 
tions: 

• The learner chooses when and where to study on his or 
her own. 

• The learner is capable of independent, self-directed study 
without the props of peer group or continuous teacher 
interaction. 

• The course is geared toward the general background, 
reading ability and interests of the br^ad range of enroll- 



• The course objectives match closely the learner's objec- 
tives, as well as match the promises of the school's adver- 



• The learner must feel able to "transcend the bondages of 
space and time" and learn effectively at a distance. The 
system, therefore, must appear to be individually de- 
signed for the learner and it must be clear that personal at- 
tention is readily available from "the school." 

• The subject matter of the course must be able to be taught 
effectively at a distance. 

Considering all of these concepts, the home study educator 
proceeds to construct course materials that meet the specific 



ees. 
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needs of mature, independent, self-directed learners. Modern 
home study courses are the result of decades of development of a 
rather practical, results-oriented approach to education. The 
principles, beliefs, theories and axioms discussed above are the 
results of years of collective thinking by home study educators. 

Steps in Course Preparation 

The steps in course preparation vary from school to school, and 
no one method is universally followed. However, some general 
guidelines are observed and these are outlined below. 

A skeletal outline of the major steps in course development in- 
cludes these steps in which home study developers: 

1 . Determine the subject matter to be presented: in-depth market 
research can be helpful, but do not ignore the importance of 
intuition, imagination and enthusiasm. 

2. Determine the educational objectives for the course, the ex- 
pected outcomes for graduates, and list the skills, knowledge 
and behavior changes to be imparted. 

3. Prepare specially written lessons and modules. 

4. Develop supplementary material such as how to study book- 
lets, motivational tapes, study aids, etc. Study guides tell what 
the reading assignments are and how to proceed. Supplemen- 
tary items should include encouragement letters, practice 
exercises, student projects, explanations of material not cov- 
ered in the texts or lessons and, possibly, experimental kits. 

5. Develop examinations for each study unit. These are generally 
designed as open-book examinations. They should teach as 
well as test. Furthermore, the examinations should be de- 
signed to facilitate correction and evaluation in an economical 
way. Above all, examinations should measure the extent to 
which the objectives of the course have been mastered. 

6. Design, print, package and store the course for use. 

Appendix A at the end of this chapter is a flow chart showing the 
steps followed in developing a typical course. Appendix B pro- 
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vides a suggested chart of accounts for a sample home study 
course budget. 

This Handbook includes chapters which explain the "how to" of 
each of the major steps listed above. 

Course Writing Techniques 

In the actual writing of course texts, schools use one of these three 
methods: 

First, the use of in-house specialists who, depending on the size of 
the school, may double as instructors. This technique is especially 
effective for revisions. Because of time priorities and the difficulty 
of keeping up in the field, this technique may not be practical for 
major rewrites or for new course development. 

Second, and probably the most popular method, is the use of an 
"outside" subject matter specialist working closely with the 
school's educational director. When such specialists can be found, 
this method can be most effective. However, due to the extensive 
coordination, review and editing required, it can also be ineffi- 
cient, not to mention frustrating. The amount and method of 
remuneration are important factors in the arrangements made 
with outside writers (see chapter four for further information on 
this subject). 

The third method is the use of a publishing or consulting firm, 
under contract, to prepare a complete course or program. Experi- 
ence, cost, coordination, time and availability of qualified "con- 
tractors" are factors which greatly limit the use of this method. 

For the purposes of this Handbook, the authors have assumed that 
the readers intend to develop, or actually are developing, their 
own texts (options one and two above). By understanding the 
principles of home study text design, Directors of Education and 
other school executives are better able to work with and control 
the quality of the courses developed using any of the above meth- 
ods. 
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Appendix A 



Step-by-Step Development of a Typical Home Study 
Course 
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Appendix B 

Suggested Chart of Accounts for Sample Home 
Study Course Budget* 

1. Market Research — Testing the market, feasibility and deter- 
mining scope of course. 

2. Fixed Costs — 

Salaries: Professional, Educational Director 
Clerical 

Overhead: General and administrative 
Equipment, office 
Supplies, office 
Other direct costs 

3. Course Development Costs — 

Research: Publications 
Travel 

Consultants, Advisors 
Laboratory and design work 

Writing: Writers 

Contract costs 

Editing 

Subject Review /Field Test 
Typing 

Art/ Graphics / Photography 

4. Ancillary Materials Costs — 

Kits 

Tapes 

Equipment 

Other (diplomas, envelopes) 

5. Reproduction Costs — 

Layout and design 

Printing 

Packaging 

* This is not intended to be a proposed budget for every course, but a general guide to important budgetary line items to be 
considered. 
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Binding 

6. Legal Costs — 

Copyright permissions 
Trademarks 

Course/catalog approvals 

7. Marketing Costs — 

Detailed breakdown determined by marketing methods 
used 
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Naming the Parts 

by 

Elizabeth R. Hatcher 
Accrediting Coordinator 
National Home Study Council 



The Author Betsy joined the National Home Study Council in 1984 as Accrediting 

Program Assistant. She was named Accrediting Coordinator in 1992. 
She is responsible for the coordination of the accrediting program, in- 
cluding the Accrediting Commission s course review and approval pro- 
gram. She received her Masters of Public Administration degree in 1988 
from The George Washington University in Washington, D.C 

Introduction 

For home study educators wanting to refresh their memories, or 
for those approaching the subject of home study course develop- 
ment for the first time, it is very useful to know the various com- 
ponents that make up a home study or distance education 
course — in other words, "naming the parts/' 

The balance of this chapter attempts to label the many parts of the 
"typical" home study course. Included at the end of this chapter is 
a glossary of essential terms related to home study course materi - 
als (Appendix A). 

The Typical Course 

There is certainly no one prototype or "typical" home study or 
correspondence course. Courses vary from school f i school. 
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Some schools feature "hands-on" learning kits. Others use audio 
cassette tapes for instructor comments. Still others rely heavily on 
non-print media for instruction. Some employ videotapes. The 
combinations of media are numerous. This feature — creativity of 
product design — helps make home study an exciting method of 
teaching and a challenging career field. 

In a 1992 survey of the National Home Study Council's member 
schools, the following profile emerged from the data provided by 
the 45 institutions which responded. These 45 institutions offer 
more than 500 courses to over 2 million students. 

Here is the course profile: 

• The average number of courses offered is 27 

• The "most popular" course has an average 19 assignments/ 
submissions, takes students 11 months to complete, and has 
a 63% lesson completion rate; 

• The average non-start rate is 8%; average course graduation 
rate is 45%; 

• It typically takes a student 9 hours to complete a lesson; 

• Schools grade and return lessons within 3 days; 

• The majority (51%) of courses offered are developed by both 
in-house staff and outside authors; 

• The "most popular course" typically contains hardware/kits 
(20%), audio tapes (18%) and videotapes (11%); 

• Each exam contains an average of 39 questions and the 
majority (69%) of examination questions are objective in 
style; 

• Only 17% of schools offer mandatory resident training; 

• 44% of the courses are either perfect bound or side/saddle 
stitched soft cover, 27% of the courses are 8 1/2 x 11 inch 
loose leaf bound, and only 9% of the courses are hard bound 
published texts; 
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• 73% of the schools use preprinted motivation letters; 

• 87% of the schools have instructors who write comments on 
submissions; 71% of school instructprs write personal letters 
to students; 29% of the schools use computer-generated 
personalized responses; 

• 44% of the schools use toll-free telephone service for educa- 
tional purposes; 38% have a fax exam service; 

• 99% of the schools own their own computer; 

• 71% of the schools use desktop publishing to prepare their 
courses; and 

• Over half of the schools (67%) publish a newsletter for stu- 
dents. 

The Major Components of a Course 

We can divide home study courses into three very broad catego- 
ries: 

1. Instructional Materials Group — texts, lesson material, etc. 

2. Ancillary Materials Group — kits, hardware and software, 
videotapes, request for help forms, etc. 

3. Educational Services Group — evaluation, instructor com- 
ments, job assistance, etc. 

Appendix B is a listing of the components of each of these three 
groups for a sample course. The balance of this article will focus 
on the Instructional Materials and Ancillary Materials Groups, 
i.e., the parts of the home study course. 

The Instructional Materials Group 

Within this group we have the bulk of the lesson materials. For 
example, 81/2x11 inch lesson texts in binders, hard bound texts, 
study guides, etc. — anything which contains subject matter 
knowledge to be imparted to the learner. The media employed to 
deliver the knowledge or information varies from school to school 
and even from lesson to lesson, but the mission remains un- 
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changed for each lesson or study session: 

• To present the instructional objective(s); 

• To present the information, knowledge or skill; 

• To have the student apply the knowledge or skill, or facili- 
tate the desired behavioral change; 

• To evaluate the learning achieved or behavior changed; 
and 

• To motivate the student to continue to the next lesson. 

Within the Instructional Materials Group, the core element is the 
lesson text itself. The text may be, for example, 8 1/2 x 11 inch 
sheets bound in a three-ring binder, or perhaps a 6 x 9 inch book- 
let, saddle stitched. It could even be a "block of text" on a com- 
puter video terminal. Below is a description of the major formats 
and materials in use today: 

• Loose-leaf vinyl binders continue to be a widely used format 
by schools providing materials on a lesson-by-lesson basis. The 
advantages of easy revision and reproduction methods are 
evident. The student has a consolidated volume, or volumes, of 
all material at the end of the course. New material and informa- 
tion may be introduced immediately into courses — a "new 
sheet" may be sent to the student for immediate insertion in the 
student's binder of course material. On the other hand, the 
expense of mailing binders and the inconvenience of holding 
the binder to read it are negative aspects of this format. 

• Specially written paper bound booklets are once again becom- 
ing increasingly popular today due to the wonders of desktop 
publishing which allows for cost-effective, low volume printing 
runs, with quick revision capability. No longer are three-ring 
binders the only way to get revised material to students in a 
quick, cost efficient manner. Typically, each booklet contains a 
single lesson/study assignment, either 8 1/2x11 inch or 
smaller sizes, side or saddle stitched. This concept was devel- 
oped in the 1890s by Thomas J. Foster, founder of International 
Correspondence Schools, and still appears in the original 
pocket-size form, or in interesting variations. Such materials are 
easy to store, package, and ship to the student. Individual les- 
sons may be easily revised since the booklets can be printed in 
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limited quantities and replaced without undue budget strains. 
In addition, the same lessons may be used in many different 
courses, providing versatility for schools offering programs in 
the same subject field at different levels or different courses 
with related components. 

• Standard hard bound textbooks, workbooks and study guides 

are often used by schools with high school programs and col- 
lege level or degree awarding courses. Recognition of such 
courses by state and public school officials, who are oriented to 
resident schools, is facilitated when standard, recognized texts 
are used. The standard resident textbooks and workbooks are 
supplemented by specially prepared study guides and instruc- 
tions to the student. Study guides prepared with standard texts 
usually include reading assignments, motivational materials, 
suggested outside readings, supplementary subject information, 
self-check quizzes and assignments, and sometimes "bound in" 
examinations. These ingredients make it a "home study course," 
and are the keys to its success. 

The focus of the various chapters in this Handbook is on the 
Instructional Materials Group, specifically, the "how to" of pro- 
ducing the above listed materials. 

Ancillary Materials Group 

Supplementing the various types of lesson materials discussed 
above are a variety of media and materials. The purpose of ancil- 
lary materials are to: 

• break up the tedium of the printed pages, and to add an 
additional dimension to the communication process (e.g., 
videotapes); 

• provide the learner with a chance to apply his or her new- 
found skill or knowledge; and 

• aid in the two-way communication between school and 
student. 

The major types of media include: 

• Kits to be assembled, with all the necessary tools and equip- 
ment, are frequently combined with text materials to enhance 
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the effectiveness of correspondence instruction. Kits cover a 
wide gamut, as the following list indicates: 

- Television and radio set kits 

- Electronic test equipment assembly kits 

- Tool kits for mechanics 

- Compressor components for refrigeration servicepeople 

- Computer system for a student in computer programming 

- Locks, key blanks, tools, and a key making machine for a 
student locksmith 

- Precious stones for a gemologist 

Integration with the home study lessons, assignments, and 
examinations is the key here. Effectively used, such materials 
are invaluable adjuncts to the course. 

• Videotapes are frequently employed as course developers 
acquire experience in cost effective "in-house" production 
techniques. 

• Audio cassette tapes have long been a practical item in home 
study courses. Mass production has brought cassette tapes 
within the economic range of many schools. Tapes are used for 
two-way student-school communication, such as in a broadcast- 
ing or language course, and for instructor critiques of student 
work. 

• Diskettes are now used in nearly every computer-based course, 
and "interactive" diskette training is a reality. 

The Educational Services Group 

A brief mention of a few of the components of this group may be 
helpful: 

• Examination services, grading of papers 

• Toll free telephone line, responding to student queries 

• Administrative services, job assistance, notification of poten- 
tial employers 
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• Remedial instruction, provision of additional information 

• Shipment and receipt of course materials 

• Other specialized student sendees 

These are but a few of the services which comprise the total home 
study experience. They commence after the student has enrolled 
in a home study school. The nature of these components puts 
them outside the scope of this Handbook. (Please refer to the 
NHSC's Home Study Student Services Handbook, 1993 edition, for 
coverage of these topics.) They are, however, integral parts of the 
design and development of any good correspondence course. 

Conclusion 

Just knowing the names of all the parts of a home study course 
will not make you an expert in course design. Looking at actual 
course materials — which are readily obtainable — is a critical step. 
In most cases you need only call or visit an NHSC accredited 
school and request a sample lesson from the Director of Educa- 
tion. Attending NHSC Workshops and Conferences is a good way 
to network with your peers in home study, so that when you need 
information, you are more likely to get it. 

The other chapters in this Handbook illustrate many of the com- 
ponents discussed above and shed additional light, on just what a 
home study course is or should be. But while this Handbook is a 
good start, there is no substitute for actually developing a course, 
where necessity for action generates a great deal of practical 
understanding in a very short time. 
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Appendix A Glossary of Selected Home Study Educational 

Terms 

Answer Sheet (Response Form) 

A form on which a student records responses to examination or 
test questions. Answer sheets are submitted to the school for 
grading, evaluation, and comments, and usually returned to the 
student. 

Assignment 

A part of organized material to be studied and /or performed by 
the student, according to required techniques and principles; a 
specific task to be performed by the student and submitted to the 
school for evaluation and comment. 

Assignment Sheet 

A written supplement telling students what material to study and 
in what order to study, as well as how and when to submit exami- 
nations or projects for evaluation. 

Combination Course 

A course consisting of a predominant home study portion and a 
residence portion. Normally, the home study portion precedes the 
residence period. Residence training is offered to provide students 
instruction on the use of specialized equipment, learning of 
manual skills or the application of certain techniques under super- 
vision. 

Completion Rate 

The ratio of assignments completed to the total number of assign- 
ments contracted for in a fixed sample of students (note: not the 
same as graduation rate). 

Course 

A planned sequence of educational activity, leading to the acquisi- 
tion of a skill or body of knowledge, usually over a predeter- 
mined period of time. 

Degree 

An authorized recognition conferred by an approved educational 
institution acknowledging the satisfactory completion of a course 
of study or program. 
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Diploma 



Director of Education 



Educational Records 



A document given by an educational institution certifying the 
completion of a course of study. 



The person in a home study school organization responsible for 
planning and organizing courses; selecting, preparing, and editing 
instructional texts and study guides; supervising instructional 
services and staff; conducting educational research; and perform- 
ing other educational tasks as may be assigned. 



Records and files maintained by a school for each student's edu- 
cational activity, which include the student's name, address, basic 
education, date of enrollment, course, grades, current academic 
achievement, enrollment agreements, and other data. 



Encouragement Program (Motivational Program) 



Materials and procedures used by home study schools to moti- 
vate students to start a course of study, continue in the course, 
and graduate. 



Examination (Test, Achievement Test) 



Examination Service 



Graduate 



Graduation Rate 



That part of an assignment submitted for examination service, and 
designed to facilitate learning and to measure achievement. 
Examinations may include essay, true-false, completion and 
multiple-choice items, case studies, problems, or may consist of a 
finished product (artwork, project, article, etc.) which the student 
submits to the school. 



The correction and evaluation of an examination, together with 
any necessary motivation and counseling, by an instructor. 



A person who has satisfied the prescribed requirements (e.g., 
assignments or examinations of an educational course or pro- 
gram) and has been awarded a certificate, diploma or degree 
affirming this. 



Percentage of students in a fixed sample of a school's course or 
courses who have satisfactorily completed all of the prescribed 
requirements of a given course or program. 
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Home Study Course (Program, Training) 

An organized series of instructional units designed to accomplish 
definite objectives by the home study method. 

Home Study Education (Correspondence Education, Distance Education) 

Education designed for students who live at a distance from the 
teaching institution. Ordinarily, printed and /or record materials 
are sent by mail, providing the student with structured units of 
information, assigned exercises for practice and examinations to 
measure achievement. These, in turn, are submitted to the teach- 
ing institution for evaluation and comment and subsequent return 
to the student. 

Instructional Materials 

Texts, tapes, work kits, equipment, supplies, tools and other 
materials used in a course to accommodate student and facilitate 
the training. 

Instructional Service (Lesson Service, Assignment Service) 

The advice, counsel, guidance and instruction requested by a 
student with an instruction-related problem and rendered by an 
instructor. 

Instructional Unit 

A section of a home study course usually consisting of an encour- 
aging or motivating device, lesson materials and assignment, 
instructional service, examination and examination service. 

Instructor (Tutor, Teacher, Faculty) 

An individual who, qualified by education, training and experi- 
ence, performs assignment, examination and personal service. He 
or she may assist in course research, writing and related activities. 



A collection of predominantly non-textual materials included in a 
home study course to augment or enhance instruction. These 
materials may consist of tools, equipment, instruments, ar "io- 
visual aids, components, accessories and so forth. 
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Non-Start Rate 

Percentage of enrolled and registered students in a fixed sample 
of a school's course or courses who did not submit any required 
examination or lesson assignment for grading or servicing. Non- 
starts: students who are disenrolled in a course after registration, 
after the applicable cooling-off period, but prior to matriculation. 

Objective, Educational 

A statement of what an education program can do for reasonably 
diligent students. For home study courses, objectives are goals or 
aims attainable through the correspondence study method and 
provide a description of skills to be acquired, information to be 
learned, training to be received, and attitudes and habits to be 
developed. 

Remedial Instruction 

Special instruction designed and delivered to alleviate deficiencies 
in basic skills (usually verbal and computational) needed to com- 
plete a course. 

Revision File 

A file containing suggested course revisions to update instruc- 
tional material, correct errors, improve quality of instruction, 
clarify passages that may confuse students, and so forth. 

Student Services 

Supplemental activities and resources provided for a student or 
group of students by an educational institution. These services are 
designed to assist the student to perform to his or her potential, 
motivate a student to study, or respond to student questions of a 
non-academic nature. 

Study Guide (Training Guide, Instructional Guide) 

A written supplement to course materials designed to facilitate 
learning. It may include directions on how-to-study, suggested 
readings, research topics, self-check tests, problems and study 
projects, all of which are keyed to the basic course texts. 
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Appendix B Components of a Mythical Home Study Course in 

"Gourmet Cooking" 

A. Instructional Materials Group 

1. 10 lessons, averaging 12 pages each, in 6 x 9 inch booklets 

2. 10 written examinations, averaging 20 questions each, with 
Scantronanswer cards 

3. 20 self-check quizzes, 5 questions each, interspersed 
throughout lesson booklets 

4. 10 at home projects, including recipe analysis, utensil 
experiments, etc. 

5. 5 mailed in gourmet cooking projects, including signatures 
from 3 individuals, unrelated to student, attesting that a 
gourmet meal (of student's choice) had been served. Menu 
and dinner guests' comments must accompany signatures. 

B. Ancillary Materials Group 

1. Premium to enroll: well-known cookbook 

2. Stimulus to return lesson one: apron with school logo 

3. Stimulus to return lesson five: engraved menu cards 

4. Stimulus to return final exam: handsome diploma 

5. 6 videotapes with lectures and cooking demonstrations 

6. Silver-plated wine tasting cup on chain 

C. Educational Services Group 

1. 10 request for help /technical inquiry forms (preprinted) 

2. 20 pre-addressed envelopes 

3. Final examination package 

4. Toll free telephone card 

5. Information on conducting a job search 
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Developing the Modern 
Home Study Course 

by 

Louis E. Frenzel 
Teknowledgy Sources, Inc. 



The Author Lou Frenzel is a highly experienced and well known home study educa- 

tor. His background includes working with NRl Schools, Heathkit 
Educational Systems, and developing course products for a number of 
home study schools and other training organizations. 

Lous most recent article entitled "The ABC's of Instructional Technol- 
ogy for Correspondence Study/' which appeared in the Sping 1993 issue 
of the NHSC News, is included in this chapter as an appendix. Lou has 
also spoken at several NHSC Conferences and Workshops. Presently he 
is President of his own company, Teknowledgy Sources, Inc., in 
Parkland, Florida. 

Introduction 

The purpose of this chapter is to summarize the key steps in de- 
veloping a modern home study course. The focus is on creating 
superior printed lessons and audio tapes. Video and computer- 
based instructional materials are included. It is hoped that this 
chapter will provide Educational Directors, course developers, 
and others with some new insights into course development so 
that the highest quality programs can be produced. 

Perform a Needs Analysis 

Course development begins by analyzing the student's needs. 
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This research identifies the reasons for the instruction and specifi- 
cally what must be taught. This is essential for career job pro- 
grams as it will identify what employers really want and need. 
For example, a job analysis takes a close look at individuals em- 
ployed in a specific job to determine what they do and what they 
need to know to perform competently. If the training is not job- 
oriented, then a task analysis can be conducted to determine just 
what the student is expected to know and be able to do upon 
completion of the course. 

A needs analysis is generally done by interviewing employees 
that are doing the work or individuals who are participating in 
the target activities. Observation of performance is another useful 
technique. A research of relevant literature may also be helpful. 
The result of the needs analysis is a detailed list of specific activi- 
ties, tasks, duties and needs. An indication of desired performance 
levels should be given for each. From this list, you can determine 
exactly what must be taught. 

There is considerable evidence that most home study schools do 
not carry out this important part of course development. In some 
cases, the schools assume that they already know what must be 
taught, or guess. However, if the school has no experience in the 
field of interest, it is best to do the analysis as it will often reveal 
important subjects and skills that may be overlooked. The quality 
of the course and how well it meets the needs of the student de- 
pends upon a proper analysis. Giving the student exactly what he 
or she needs produces a more satisfied student. Further, a needs 
analysis usually results in a shorter, more efficient course because 
only necessary topics are included. Such a well-planned course is 
also less expensive to develop. 

Develop Learning Objectives 

From the needs analysis, specific learning objectives can be devel- 
oped. Learning objectives are simple statements of what the stu- 
dent will know and be able to do once he or she has completed the 
course. The instructional objectives are derived from the informa- 
tion developed during the needs analysis. The objectives should 
be stated in behavioral terms so that student performance can be 
measured. 

Since learning objectives are covered elsewhere in Chapter Five 
they will not be discussed further in this chapter. Objectives are 
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extremely important because they are the basis of the course con- 
tent. Be sure to present the objectives in the course materials as stu- 
dents want — and deserve — to know what they will be learning. 

Create a Course Outline 

From the needs analysis and learning objectives, you can develop a 
comprehensive course outline. The purpose of the outline is to di- 
vide the subject matter into a number of instructional units. These 
instructional units may be printed lessons, lab experiments, audio 
tapes, or some other presentation. The outline defines the content 
of these instructional units and their sequence. 

The initial outline is simply a listing of the main instructional unit 
titles. The idea is to partition the material so that the necessary 
subjects are covered in the right order. Once this brief outline is 
complete, a detailed outline of each instructional unit is con- 
structed. Keep in mind that the content of these instructional units 
must match the needs analysis and course objectives. 

Most home study courses are subdivided into study units tradi- 
tionally called "lessons." A lesson is typically a printed text 
roughly the size of a textbook chapter, about 10 to 70 pages in 
length. Most course outlines, therefore, are lesson outlines. On the 
other hand, the study units may be whatever you define them to 
be, such as four page units, audio tapes or video segments. 

Another approach is to use the method that colleges and universi- 
ties use. Instead of calling the entire instructional offering a course, 
call it a "program." Then, construct a program made up of indi- 
vidual courses. For example, some schools offer an Associate de- 
gree program made up of individual courses just as you would 
expect to see in a community college. First, construct a course out- 
line, then develop outlines for each course. Each course will then 
be comprised of lessons and other instructional units. 

Select the Media 

At this point, you should have a good planning document to give 
to your course developers. This document contains any job, task or 
needs analysis, a set of learning objectives, and a comprehensive 
course and/or lesson outline. With this material, the course devel- 
opers can begin creating the instructional units. But before that 
happens, consideration should be given to the media which will be 
used to present the course. 
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Most home study courses use written texts. However, serious con- 
sideration should also be given to using other media, such as au- 
dio, video, or computer-based instructional (CBI) software. These 
alternative media can greatly improve a home study course by 
making it more interesting, fast-paced, and enjoyable. Also, audio, 
video, or CBI software is often superior to print for presenting 
some types of materials. 

a. Print — Printed lessons are still the best way to present virtu- 
ally any kind of instructional material. Lesson texts are fast 
and easy to develop and considerable graphical information 
can be presented economically this way. Printed texts also of- 
fer random access to the subject material. 

On the other hand, we are not a nation of readers. While al- 
most every one learns to read in school, statistics indicate that 
most people are not good or regular readers. This is one of the 
reasons why so many people do not take home study courses. 
They do not like to read or they read poorly. Most people get 
the bulk of their information by radio, TV and telephone. De- 
spite their many advantages, printed texts are not the best way 
to teach some subjects. This is especially true of manual or me- 
chanical skills. These and other subjects may be best taught by 
video. 

b. Audio — The common audio cassette is widely used for music 
and instructional purposes. Many self-instructional programs 
and motivational tape sets are done entirely in audio. And 
many books, especially popular novels, are available in audio 
format. This is an extremely low cost and effective media. In 
quantity, 60-minute audio tapes can be reproduced for well 
under $1. Often this is much cheaper than the printing of an 
equivalent text. Today, virtually everyone owns a cassette 
player of some sort, whether it's in a stereo receiver, a portable 
Walkman, or an auto sound system. Audio tapes are an inter- 
esting, highly effective, and economical way to implement or 
supplement a course. 

Another fast-rising audio media is the compact disc or CD. It is 
rapidly replacing the cassette in music distribution and will 
also become a viable instructional media in the future. 

c. Video — At one time video tapes were far too expensive to be 
used in the average home study course. Video development 
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costs were high, but more importantly, the average individual 
did not have access to a VCR. Today, the VCR is a common 
consumer electronic product. It is estimated that over 75% of 
all U.S. homes now contain a VCR. This makes home study 
courses in video format very practical. 

Video is by far the best medium for self-instruction. In fact, it 
has become "the" primary medium for use in business, indus- 
try, government and military training. Most self-instructional 
materials are now put on video tape or use interactive video 
disks. Video is superior because it can present both audible 
and visual information in a compact and highly efficient man- 
ner. Most people like to watch TV; therefore, they are comfort- 
able with video instruction. Video can also be made interactive 
by requiring the student to stop the tape after certain presenta- 
tions to answer questions, solve problems, or otherwise be- 
come involved with the material. Good video programs are 
usually accompanied by a workbook that includes summaries, 
reviews, quizzes, and other information. 

Today, despite its popularity and overall effectiveness, video 
is not used in many home study courses. This is unfortunate 
because it is an ideal instructional tool. Furthermore, there are 
literally thousands of available video tapes that could be used 
as the basis for complete home study courses or as excellent 
"enrichment supplements." 

Developing video learning materials is beyond the scope of 
this chapter, but video should certainly be considered as a vi- 
able alternative media in modern home study courses. 

d. Accessories — Accessories refer to all of the hardware, soft- 
ware, and other materials that schools include with a course to 
help teach the subject. Accessories include tools, instruments, 
and objects to assemble, observe, or study. Many subjects are 
highly hardware or materials oriented and learning comes best 
from actual hands-on experience. Accessories make a course 
far more exciting, practical and realistic. And they add value, 
providing marketing benefits as well as making instruction 
more effective. 

The best way to get a student to start and complete a home 
study course is to get him or her involved in the subject. In- 
volvement means a lot more than reading 500 pages of text 
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material. Many students take courses to learn new skills and 
techniques. This means the student wants to learn how to repair 
electronic equipment, take photographs, work with locks, iden- 
tify fabrics, or navigate a small boat — not just read about it. 

All accessories should be accompanied by instructional or "lab" 
manuals that guide the student in the use of the materials sup- 
plied. Such manuals will outline experiments or demonstrations 
to be performed, projects to be implemented, or activities that 
lead to improved knowledge and skills. 

Create the Written Text 

The printed lesson is the mainstay of most home study courses. 
Lessons are extremely important because through them the student 
not only learns but also gains an image of the school. The quality 
and effectiveness of the lessons will reflect directly on the school In 
home study, the materials are the school. 

Home study lessons must be written with the student in mind. The 
student will not, in most cases, have direct contact with an instruc- 
tor or classmates. For that reason, the written materials must be 
thorough and unambiguous. Unlike many textbooks which are 
written primarily to supplement a classroom course, home study 
texts must stand alone as the primary means of learning in a home 
study course. They should take nothing for granted, especially not 
a student's prior knowledge. 

With these important facts in mind, here are some helpful tips for 
writing good home study lessons: 

a. The Important First Lesson 

The first thing that a student sees of a home study course is Les- 
son number 1. It should be designed to not only make a good 
first impression, but also to get the student off to a good start. 
Only a small percentage of those who enroll in a home study 
course ever complete all of it. And another small percentage 
never start at all. Boring, hard-to-read lessons are responsible 
for many non-starts, dropouts and loss of motivation. The first 
lesson should give the student a good feeling so that he or she 
will want to start and go on. 

The first lesson must be lively and interesting. It should focus 
on the main subject of interest and tease the student with things 



37 



Developing the Modern Home Study Course 



to come. Above all, the lesson should be short. Reading a 
lengthy tome can give the wrong impression. The first lesson 
is a special piece that will make or break the course. Consider- 
able attention must be given to it. 

b. Create Good Opening Copy 

Use some of the techniques employed in newspaper and 
magazine writing and the writing of novels to help grab the 
student's attention. In your opening paragraphs, look for the 
,, hook ,/ that will stimulate the student's interest and motivate 
him or her to keep reading. All you have to do is find the topic 
that will create the most interest. Embellish it with an impor- 
tant statistic or ask a provocative question. In any case, spend 
some time in creating those first few important paragraphs to 
capture the student's interest and motivate him or her to keep 
reading. 

c. Use Plenty of Headings and Subheadings 

Nothing is more deadly than page after page of written text 
with no breaks. Continuous copy says to the student "bore- 
dom and drudgery." An easy way to avoid this problem is 
simply to divide the text into short segments or "chunks." 
Each should have a heading or a subheading telling what the 
segment is about. Such headings provide a superior visual im- 
pact by breaking up the continuous text. Further, the student 
can glance at the headings and subheadings and get a good 
preview of what is to come. Headings and subheadings also 
make it easier to use the text for reference and review. 

d. Use Graphics and Illustrations 

Studies regarding the creation of printed material for self-in- 
struction indicate that one of the most effective methods of 
teaching is through illustrations. Illustrations, like headings 
and subheadings, break up long strings of continuous text. In 
many cases, a good illustration can replace the text and com- 
municate the desired information more quickly and effec- 
tively. Anytime you can use a photo, line drawing, chart, 
graph or table by all means do so. Most course developers find 
that it is faster and easier to write a lot of text rather than cre- 
ate good illustrations. It's a fact that it does take longer to de- 
velop graphical material, but its effectiveness and visual 
impact makes it worthwhile. 
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e. Use Sidebars 

A sidebar is a block of text that is sometimes accompanied by 
an illustration that is set off in a shaded or outlined box but lo- 
cated near the main flow of the text. Magazines and newspa- 
pers use sidebars to provide supplementary information 
related to the main topic but set off separately. Sidebars are 
used to supply historical and background information, reme- 
dial and prerequisite information, examples and case studies, 
and information that is nice to know rather than essential to 
know. Information such as this does not have to be in the main 
flow of the text. By setting it off in a sidebar, it becomes op- 
tional or special. Just as important, it has the visual impact of 
an illustration as it breaks up those long pages of text. 

f. Keep the Lessons Short 

There is nothing more depressing to a student than to have to 
wade through a huge text! Try to make each lesson as short as 
possible. Ideally, the average 8 1/2 x 11-inch printed lesson 
should have fewer than 20 pages and certainly no more than 
30. Take a close look at each lesson to see if it is possible to 
subdivide it to create shorter, easier lessons. A student will 
read a short lesson before he or she will attempt a longer one. 
The student will get finished with a shorter lesson faster and 
will, therefore, have a better sense of movement and accom- 
plishment. Success such as this encourages students to move 
on to the next lesson. Brevity is an important characteristic of a 
home study lesson. If you let the needs analysis and objectives 
guide you, you will know exactly what to put in the lesson and 
what to leave out. Just remember: in a home study lesson, less 
is usually more. 

g. Writing Tips 

Here is a list of some important guidelines to follow in writing 
the lesson: 

1 . Choose words carefully. Use clear, familiar words rather 
than long, complex and unusual words, Avoid the use of 
jargon unless it is pertinent to the subject matter. 

2. Use short, simple sentences. Long, complex sentences are 
hard to read and understand. Divide long sentences into 
shorter ones. 
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3. Check the reading leveL There are several software-based 
formulas used for testing the reading level of a text. These 
are described in Chapter Seven of this Handbook. Just re- 
member that the lower the reading level, the faster the text 
is to read and the easier it is to understand. If you have 
used clear, familiar words and kept your sentences short 
and simple, then your reading level should be relatively 
low. By making the reading level below the 8th grade 
level, regardless of the subject or audience, the subject mat- 
ter will be more easily learned, 

4. Use plenty of examples. When presenting information, 
theories and techniques, give plenty of real-world ex- 
amples. Students like to hear about actual applications of 
the information they are likely to encounter. By giving ex- 
amples and working typical problems, the student will 
learn faster and stay interested. 

5. Refer to the active, not the passive, voice in writing. The 

active voice is usually more lively and interesting. The pas- 
sive voice comes from using any form of the verb "to be/' 
This means that sentences using the verbs "is, are, was, 
were, be, being/' and "been" are giveaways to the passive 
voice. Eliminate such verbs and the resulting text will be 
easier to read. The text will be more conversational and 
you will have a tendency to use the pronoun "you" which 
makes the text more friendly and conversational. 

h. Consider Special Formats 

While most lessons will be written in standard text form, 
unique presentations may be beneficial. Some examples are: 

• Programmed Instruction (PI)— PI is not currently popular, 
but it is highly effective in presenting some types of mate- 
rial. It is a 30-year-old technique in which difficult, tedious 
or technical material is presented in a continuous self-test- 
ing mode. It is perfect for home study, but usually over- 
looked. 

• Computer-Based Instruction (CBI) — CBI is essentially P.I. 
in software format. Many students own or have access to 
personal computers that serve as teaching machines to 
present CBI materials. Special authoring software is widely 
available to develop CBI making it faster, easier and more 
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inexpensive than ever. Today, CBI software is an excellent 
alternative media. 

• Information Mapping — This is a highly efficient and com- 
pact method of presenting facts or knowledge. Mapping 
techniques help identify the important subjects and com- 
press them into highly effective educational presentations. 

• Unusual Arrangements — Feel free to innovate. An example 
is a home study course where each lesson is only four 
pages long. The material is subdivided into very short les- 
sons that are fast and easy to read. 

i. Quizzes and Examinations 

The thing that sets a home study lesson apart from a standard 
text is the significant use of self-quizzes and examinations. By 
providing the student with plenty of opportunity to answer 
questions and solve problems, he or she will learn faster. Self- 
test quizzes with answers give a student valuable feedback on 
his or her progress. Such quizzes also provide a key means of 
summarizing and reviewing the main information to be 
learned. Examinations truly improve the instruction. 

Self-quizzes should be used frequently throughout the text, 
primarily after major sections. Almost any type of testing tech- 
nique can be used. Questions can be of the true/false, comple- 
tion, matching, or multiple choice variety. Essay questions are 
usually not good for self-inst r uctional programs but there is 
nothing wrong with questions requiring one or two word an- 
swers. 

Each lesson will typically end with an examination. The mul- 
tiple choice type is best because it is easier to grade by hand, 
scanner or computer. Multiple choice questions fit practically 
any type of subject matter and provide superior testing of stu- 
dent understanding. Attempt to create questions that force the 
student to apply what he or she has learned. Questions that 
have the student simply repeat facts and figures are OK, at 
times, but questions that require the use of the information im- 
proves understanding. 

j. Include a Glossary 

A glossary is a short, to-the-point listing of relevant words and 
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terms related to the subject matter. It is not as comprehensive as 
a dictionary and simply provides the brief meanings of impor- 
tant terms. A glossary is particularly important in self-instruc- 
tion when a student is learning a subject for the first time. Much 
of learning is associated with the understanding of new words 
and terminology. If a student learns and understands the vo- 
cabulary of -the subject, the rest is relatively easy. While most of 
the words and terms will be explained in the text, others may 
not. By providing a glossary, you give the student another re- 
source to assist in his or her own learning. 

There are several ways to create a glossary. New terms related 
to an individual lesson can be collected and placed at the end of 
the lesson. Otherwise, all of the relevant terms in the course can 
be collected and alphabetized to form a complete course glos- 
sary. 

Many special dictionaries and glossaries are regularly pub- 
lished on a variety of subjects. A search of the literature will of- 
ten reveal a book that can be used in lieu of creating a special 
glossary. Such a book should be a key element in your program, 
and it should be supplied as early as possible. Despite the cost 
of such a book, it can often keep a student studying and greatly 
minimize drops and letters or phone calls. 

k. Validate the Material 

Once the lessons and other materials have been created, you 
should validate it. That is, you should test it. If you truly want 
an effective program, try it out first on real students. In a formal 
validation program, a control group is set up and used to re- 
view and critique the material. The feedback gained from this 
process is invaluable in correcting problems and finding defects 
in the material and the teaching process. 

Validation is not common in most schools as it takes time and 
costs money. Yet, so often the material fails and is responsible 
for high drop out rates and non-starts. Validation can minimize 
these problems and improve the instruction considerably. 

If you do not validate your course materials, at least monitor 
the student progress through the materials to detect problems, 
delays, and resistance to completion. Look for low exam grades, 
higher than normal inquiries from students, and slow lesson 
completion. Then quickly fix any problems. 
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Create Audio Tapes 

Audio lessons are just as easy to create as written lessons. Most of 
the guidelines given earlier also apply to audio lessons. Here are 
some specific guidelines for creating good audio lessons: 

a. Select the Audio Format 

There are four basic audio formats: 

- Lecture 

- Two-voice narration 

- Conversation/Interview 

- Audio Tutorial 

The lecture is probably the most common but is also the least 
effective and can be the most boring. For best results, only su- 
perior, "studio quality" motivational speakers should be used. 

The two-voice format uses two persons, usually a male and fe- 
male, to present the material. Two voices help break the mate- 
rial into shorter, more lively segments. It is less boring and 
much more effective. 

The conversation /interview format uses two or more speakers 
to add variety. The presentation can be more casual and con- 
versational, thus more interesting. However, it is less efficient 
than a formal interview or panel discussion where the presen- 
tation can be better planned, and more focused and efficiently 
presented. 

Audio tutorial is a formal instructional process that includes 
student interaction. It is, in effect, audio P.I. The material is 
presented in short segments, usually by two voices, and asks 
for frequent student participation. The student stops the tape, 
answers questions, solves problems, or otherwise responds to 
the presentation. Audio tutorial is highly effective but more 
difficult to create. 

b. Keep It Short 

The average attention span of an adult student is short — 15 to 
20 minutes. So keep the instructional segments short, regard- 
less of the format. Divide the material into shorter, 5 to 7- 
minute segments to keep the attention level high. 
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c. Use Illustrations 

Most audio learning programs do not use illustrations. They 
present word pictures instead. But for certain types of mate- 
rial, the presentation can be so much more effective if photos, 
line drawings, block diagrams, charts, or other graphics mate- 
rials are included. The result is a "slide"-tape show that really 
gets the message across. 

cL Use Audio to Supplement the Accessories 

Instead of a lab manual, use audio to talk a student through 
any experiments, demos, or projects. Printed materials and il- 
lustrations can be included where helpful. 

e. Don't Forget Exams 

Audio instruction should also have self-test quizzes and exams 
to be graded. These should be in print format. 

f. Include a Study Guide 

Since audio tapes are serial access rather than random access 
like a printed text, it is more difficult to locate specific seg- 
ments. This can be overcome by outlining the content in detail 
on the tape label and in a printed study guide. Also, ask the 
student to use the counter on the tape player to keep track of 
each section. 

The study guide also helps make review and reference easier 
as it should contain short summaries and highlights of the au- 
dio segments that will minimize the searching for and repeat- 
ing of audio segments. 

g. Use Professional Speakers 

Many people think they have a good speaking voice, but just 
the opposite is true. A superior audio tape requires good voice 
presentation techniques. The only way to avoid bad, amateur- 
ish recordings is to use experienced professionals. 

h. Use Audio with CBI 

Most personal computers can be equipped with audio capabil- 
ity. Short audio segments can be stored along with the instruc- 
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tional software text and graphics. This adds the ability to nar- 
rate or annotate the computer vidoo presentation. This capabil- 
ity is referred to as multimedia and many CBI authoring 
programs support the use of audio. 

Package the Course Attractively 

Packaging refers to how the lessons are physically implemented. 
Most home study schools use either loose-leaf lessons or individu- 
ally printed lessons with separate covers. The most common size 
is the 8 1/2 x 11-inch page. Care should be taken to make these as 
attractive as possible. Attention should be given to page layout, 
type style, and illustrations. Good, graphic design procedures 
should be used in creating a page design. It is best to use plenty of 
white space to avoid a heavy, cluttered look on the page. 

When audio tapes are used, include a cassette holder and binder 
that can also contain any related printed study guides. 

And don't forget the desirability of using color. Two-color designs 
are quite popular in home study courses and the extra color adds 
flexibility in producing clear illustrations. By using screens, the ef- 
fect of multiple colors is created. The second color also makes the 
page far more interesting and appealing to the reader. 

Home study lessons do not have to be slick and expensive. But 
they should have a high quality look and feel. The student's first 
impression will come from visual contact with the lesson material 
and it must be favorable. If it is, the student will read it or listen to 
it. And a studying student is a paying student. High quality les- 
son materials will give the student the knowledge and skills he'or 
she desires and will create the desired revenue and profit for the 
school. 

Another packaging approach is to include a box or other container 
in which to keep or display the course materials. This may be a 
slip case for texts or binders, a portfolio, or carrying case. Even in- 
expensive briefcases have been used to package course materials. 
Attractive graphics and design should be used in the school col- 
ors. 

Using Existing Materials to Implement Home Study Programs 

Traditionally, most private home study schools develop their own 
course materials. The larger schools typically have an in-house de- 
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velopment staff, while smaller schools usually rely upon outside 
free lance authors. This practice continues today, although there is 
growing evidence that schools are more open to alternative meth- 
ods. 

Another way to implement a home study program is to use exist- 
ing materials. Because of the large number of publishers and 
training companies, it is possible for a home study school to build 
entire programs from their instructional products. Yet, few 
schools do. Because of the high cost and long development time in 
creating original course materials, schools should take another 
look at the process of creating new programs with existing prod- 
ucts. 

Most subjects taught by home study schools are also taught by 
resident schools. As a result, there are numerous textbooks, lab 
manuals, videos, and other materials available off the shelf. Many 
of these are suitable for home study. 

On the other hand, there is often good reason for a home study 
school to create its own materials. For example, the school may 
have unique experience and knowledge in a field where few if any 
textbooks or other materials are available. In which case, the 
school usually has no choice but to create its own lesson texts, vid- 
eos, or whatever. 

When contemplating and planning a new program, school devel- 
opment personnel should give serious consideration to the option 
of using available products as it offers these major benefits: 

a. Saves time. Development time can be reduced by orders of 
magnitude. 

b. Lower development costs. Less development time means 
lower development costs. It also means less in-house and free 
lance staff and the related support functions and services such 
as type setting and illustrating. 

c. Permits the school to offer the program sooner than if a "from 
scratch" approach is taken. Getting the course on the market 
sooner will generate income sooner and meet student needs 
quicker. 

d. No in-house maintenance and updating is required. Simply 
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adopt the next edition of a text or any revised materials when 
they become available. 

Listed below are the steps in creating a course from existing mate- 
rials: 

1. Create the objectives and outline as described earlier. 

2. Look for one or more suitable textbooks. Books and lesson ma- 
terial are at the heart of most home study programs. And with 
the huge number of book publishers, there are usually many 
options. Visit book stores, call for catalogs, and seek out visits 
from book publisher sales reps. Obtain review copies, then 
narrow down your options. Some of ^ key things to look for 
in a book for home study are: 

a. Written for self study. Many books are written for use in a 
classroom situation. These may or may not be good for in- 
dependent instruction. Then again, there are many other 
books that are fine for self study. 

b. Check the reading level. The lower the better. Eighth grade 
or less is best. 

c. Look for good illustrations, photos and other graphics. 
Heavily illustrated books are far more interesting and in- 
structive. 

d. Select books that have self test questions, practice prob- 
lems, quizzes and other evaluation exercises. These are es- 
sential for self learning. And these will save you the trouble 
of developing quiz items yourself. 

e. Keep in mind that you may not find a single book that cov- 
ers all that you wish to include. It may take two or more 
books to do the job. While that increases costs, it adds to 
the perceived value, the diversity of coverage and the per- 
spective provided by several authors. 

3. Supply a good dictionary, glossary or encyclopedia of the 
field. This makes a great reference piece for students and can 
save the student hours of frustration and minimize the need 
for school contacts. 
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4. Evaluate any supplemental workbooks, lab manuals and other 
materials that are designed to accompany the books. Don't 
overlook the instructor's guides available with many texts. 
These can give you additional ideas about structuring the pro- 
gram. An example is to acquire the overhead transparency 
masters that are often available. You can supply these in 
printed form and add an audio tape of your own design to 
narrate the illustrations. 

5. Seek out supplementary materials. Look for videos, audio 
tapes, software, and packages of relevant accessories. 

6. Create a course study guide. A study guide is a document that 
the school creates to pull together, coordinate and sequence 
the material you have collected. The study guide in its sim- 
plest form is just an assignment list directing the student to the 
various reading and studying activities. In a more complex 
form, it might contain supplementary materials and cover top- 
ics not included in the texts or elsewhere. Here are some of the 
things that appear in most study guides: 

a. List of materials supplied with the course. 

b. Course objectives. 

c. Study assignments and sequence. 

d. Enhancement topics such as relevant glossary and 
remedial or recent relevant materials in sidebars. 

e. Self test quizzes or practice if not available in the text- 
books. 

f. Lesson, assignment and final exams. These are the 
exams to be sent to the school for grading. 

g. Chart for recording student schedule, progress, time in- 
volved, grades, etc. 

A few private home study schools do use the "textbook and study 
guide" approach to implementing a course. They have found it to 
be just as effective as shorter lesson booklets and other ap- 
proaches. The key is in selecting the best book or several text- 
books and creating a good study guide. Keep in mind, too, that 
most of the hundreds of traditional colleges and universities that 
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have distance education, extension, a home study departments 
use this approach almost exclusively for undergraduate credit 
courses. 

There are several reasons why home study schools have not ex- 
tensively used the textbook and study guide approach. First, 
many home study educators fear that the average student will be 
frightened and discouraged by receiving a big textbook. That is 
more of a perceived problem than a real one. High school and col- 
lege students are not intimidated by such texts, so why should 
adult home study students be put off? 

Another fear is that the value of the course may be perceived to be 
less with a textbook. The student may feel that he or she could 
have bought the book themselves for less money. This too is usu- 
ally an unfounded problem. The student knows that the book is 
just part of an overall program of materials and services offered 
by the school. It is up to the school to generate the right image and 
mystique to overcome or prevent this problem. In addition, the 
school should include as many other materials as necessary and 
desirable such as a study guide and perhaps one or more other 
books, videos, etc. Extra materials more than make up for any per- 
ceived value problem. 

Finally, many schools find that the cost of the textbook is too high 
to justify shipping it to students "up front/ 7 This is a real problem. 
Good textbooks cost anywhere from $30 to $120. That is a great 
deal of cost to invest in an initial shipment of materials to the stu- 
dent. Even with school discounts most publishers give, the cost is 
often prohibitive. This is not a problem with shorter, less expen- 
sive lesson booklets as they are cheaper and fewer of them are 
given in the beginning. Thus, the cost may be spread out over a 
longer period of time. 

One way to overcome this problem is to ask the publisher to sub- 
divide, customize and private label the books for you. In the past, 
most publishers would not do this. Today, with the greater com- 
petition between publishers and the newer electronic publishing 
methods, publishers are doing this more and more. It is possible 
for publishers to break up texts into chapters or other segments 
and repackage them in smaller and cheaper lesson booklets. 
"Custom publishing" is a growing trend, so do not overlook it as 
a viable option. 
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Conclusion 

The steps in developing a modern home study course are the re- 
sult of many years of collective applied research and trial and er- 
ror by many generations of correspondence study educators. 
There is no longer any " trade secret" mystery about how a first 
rate course can be developed. The steps we have discussed above 
are described in other chapters in this Handbook. Learn from 
these chapters and apply the time-tested principles which are con- 
tained in them. 

The following appendix is a glossary primer on instructional tech- 
nology which appeared in the Spring 1993 issue of the NHSC 
News. Perhaps it will help you discover, investigate and adopt one 
or more techniques that may help you improve your distance 
education programs. 
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Appendix 



The ABC's of Instructional Technology 
for Correspondence Study 



High Tech Methods for Improv- 
ing Home Study Learning and 
Student Retention 

by Louis E. Frenzel 
Teknowledge Sources, Inc. 
Parkland, Florida 



(Editor 'sNote: Lou Frenzel is a highly expe- 
rienced and well known home study educator. 
His background includes working with NRI 
Schools, lieathkit Educational Systems, and 
developing course products for a number of 
home study schools and other training orga- 
nizations. NUSC News is delighted to bring 
you this article from a home study veteran.) 

Introduction 

Scenario #1: A student places a transducer 
helmet on his head, then plugs the transducer 
unit into the telephone. 'ITie student then dials 
the home study school. A computer at the 
school answers, and the student enters the 
number of the lesson he wishes to rccc ivc. The 
student then relaxes on a couch. The computer 
downloads the lesson material to the trans- 
ducer helmet which directly transfers the 
knowledge into thestudenf s brain. I xiter, the 
student is tested and makes 100% on the 
exam. 

Scenario #2: A student takes a mind-expand- 
ing pill supplied by the home study school. 
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then wails several hours. Once the pill has 
taken effect, the student inserts a video laser 
disc in the player, then relaxes on a couch in 
front of the large screen wall TV set. liduca- 
lional material is then presented to the stu- 
dent. The pill permits virtually H)0';£ 
absorption and retention of the knowledge 
and information on the disc. 

This is high tech distance education. Of 
course, the scenarios described above are not 
available today, but they might be in the 
future. On the other hand, there are literally 
dozens of high technology methods, equip- 
ment and systems that you can use to greatly 
improve your distance education programs 
RIGHT NOW! 

J us I because a technology is available 
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docsn'i necessarily mean that it is any good 
for home study education or that you have to 
use it. You should always match the media 
and method to the subject and student. On the 
other hand, it is self-destructive to ignore the 
many high technology learning methods that 
have proved themselves in facilitating learn- 
ing. Otherwise, you'll deny students the 
better methods of learning and risk losing 
them to your competition. 

What follows is a glossary primer on this 
important subject. Perhaps it will help you 
discover, i nvest igatc and adopt one or more of 
these techniques that may help you improve 
your distance education programs. 

A 

•Accelerated Learning — Accelerated learn- 
ing is a special technique originally devel- 
oped by a Bulgarian psychiatrist named 
Lozonov back in the 1960s. Also known as 
super learning, the technique makes use of 
1 7th Century Baroque music to induce a state 
of calm and relaxation in a student. The 
primary characteristic of this music is the 60- 
bcat per minute which has been proven clini- 
cally to lower the heart rale of an individual 
and induce a near perfect state of relaxation. 
Instructional material is then presented by 
reading, lecture, video or other methods. 
Materials received in the highly relaxed state 
arc more quickly absorbed and more easily- 
retained. 

This is just one of a number of other 
accelerated learning techniques which make 
use of a variety of psychological and neuro- 
logical methods to improve learning. To dale, 
only one home study school to my knowledge 
makes use of this superior method. Peoples 
College of Independent Studies in Kissimmee, 
Florida uses the accelerated learning methods 
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in both their electronic and computer pro- 
gramming degree programs. It is inexpen- 
sive, easy to use, and highly effective. 

• Audio — Audio is not exactly what you could 
call a "high tech" instructional media. On the 
other hand, it is one of the most effective and 
low cost methods you can use to transfer 
information, entertain and teach. Audio has 
been around for years and home study schools 
have used phonograph records and audio cas- 
settes in the past. Today, despite its general 
popularity, audio is not widely used for dis- 
tance education. Yet it remains a lop choice 
among publishers. 

Audio is popular because of the low cost 
Philip-type cassette tape. These arc widely 
used for the distribution of music as well as 
motivational and instructional materials. 
During the past several years, book publishers 
have discovered audio and are now recording 
most of their best selling books in audio 
cassette form. Audio tape book sales ex- 
ceeded the one billion dollar mark in 1991 and 
sales are continuing to increase! 

Another factor is that audio is used by 
everyone. Most of us have an audio cassette 
player in the car, at home in our stereo sys- 
tems, or use one of the portable Sony Walkman- 
type units. In addition, the development of 
audio material is extremely inexpensive. 
Audio instruct ional material is fast and easy to 
create and often material in audio cassette 
form is no more expensive, and in some cases 
cheaper, than print material. 

While audio by itself is effective, it am be 
greatly improved by the use of a number of 
simple techniques. Forcxamplc, by using two 
or more alternating voices to present the 
material in a conversational or panel-style, 
interest level can be maintained longer. By 

(continued on page 22) 
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(The ABC's of Instructional Technology, 
cont'd, from page 12) 

combining the audio with printed visuals fur- 
ther instructional improvements can be made. 

• Audio Tutorial — This superior technique 
is audio programmed instruction. Itbreaksthe 
material to be learned into short segments or 
frames. When combined with a written work- 
book, this method is particularly superior in 
teaching many types of subjects becauseofits 
interactivity. 

B 

• Biofeedback — Biofeedback is a technique 
used to induce a state of relaxation into an 
individual. By monitoring various bodily func- 
tions, such as heart rate, (EKG or ECG), 
muscle tension (EMG), and various brain 
waves with the useofsimpleelectronic equip- 
ment, individuals can relax themselves and 
otherwise gain more controlover certain bodily 
functions and brain activity. While biofeed- 
back has not been extensively used in educa- 
tion, much research has been done. The 
electronic equipment used to induce the state 
of relaxation is simple and low in cost. Relax- 
ation improves learning and retention. This is 
certainly an area for pioneering for some 
home study schools seeking new and better 
learning methods. 

• Bulletin Board Systems (BBS) —A bulle- 
tin board system is a personal computer-based 
communications system that individuals may 
access with their telephones. A BBS operator 
sets up a computer system with special com- 
munications software. The computer is con- 
nected to the telephone lines by a modem. 
Other individuals with personal computers 
and modems can call the BBS system and be 
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connected to the computer. The BBS systems 
software permits individuals to communicate 
by leaving written messages for one another. 
In addition, bulletin board systems may also 
be used to distribute instructional or informa- 
tional items. Even software stored in the BBS 
computer can be downloaded to a user's sys- 
tem and vice versa. 

Bulletin board systemsare extremely popu- 
lar. There are several thousand in the U.S. 
Because of the very low cost of such a system, 
they are easily implemented in a home study 
school. A bulletin board system has many 
possibilities in distance education, and has 
been used successfully in at least a half dozen 
NHSC schools. 

c 

• Computer- Based Training — CBT, also 
sometimes referred to as computer-aided in- 
struction (CAI)or computer-assisted learning 
(CAL), is a technique of presenting material 
to be learned by way of computer. A lesson 
modulestored on a diskette is inserted into the 
computer. The computer presents the mate- 
rial to the student on the video screen and, in 
some cases, by accompanying audio. Com- 
puter-based instruction divides the material to 
be learned into small segments called frames. 
Many frames are sequenced to teach the sub- 
ject. The frames may contain text, illustra- 
tions and even animated graphics. 

The great benefit of CBT is that it is fully 
interactive. Students read the material, an- 
swer questions, work problems or otherwise 
ii/eract with the computer. Such interaction 
reinforces the material learned. 

Despite its effectiveness, few homcstudy 
schools currently use this method of instruc- 
tion because of its high cost and difficulty to 
develop. One exception is Heath Continuing 
Education Center in Benton Harbor, Michi- 
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gan, which has complete home siudy courses 
on electronic fundamentals available in CBT 
form for personal computers. 

• CD — The compact disc (CD) is a 120 mm 
diameter plastic disk containing audio re- 
corded in digital form. Today, most new 
music is recorded and available primarily in 
CD format. While cassette tapes arc still 
widely used, they arc rapidly being replaced 
by CDs for music. And CD players are prolif- 
erating. Many individuals now have CD play- 
ers on their home stereos, in their cars, and 
portable battery operated units. 

CDs have two major benefits, high fidelity 
sound and random access, thanks to digital 
techniques. The greatest benefit of CDs for 
instruction is their random access capability. 
Individual segments of audio may be quickly 
and easily located at random and selected by 
a keyboard. With an audio tape, access is 
sequential and lime consuming, and difficult. 
With a CD, the access is direct and instanta- 
neous. This is a superior feature for instruc- 
tional material. And CD mastering is now 
very affordable. 

• CD-ROM — This is the acronym for Com- 
pact Disk-Read-Only Memory. It isan optical 
storage med ia for com pu ters . The med ia looks 
exactly likcan audio CD, but it is used to store 
binary computer data as well as digitizxd 
audio, videoand graphics. Thedata CD-ROM 
is accessed by pulling it into a special disc 
drive on a computer. Data is selected through 
menus and icons, then displayed on the 
computer's video monitor. 

The big benefit of a CD-ROM is its incred- 
ible storage capacity, which is typically 680 
MB (megabyte where mega means million 
and byte refers to one character). 'Diis is the 
equivalent of over 300,000 printed pages. 



CD-ROMs arc widely used for distributing 
large data bases and reference materials such 
as encyclopedias. It is also uscJ f or video, 
computer graphics, including graphics which 
use animation, and stereo audio. The CD- 
ROM is ihc key component in a personal 
computer-based multimedia system. 

D 

• Digital Book — The digital book is a small 
notebook-like, microcomputer-based device 
using a liquid crystal display (LCD) panel 
upon which text is presented. The text is 
stored on a miniature m agnctic floppy d isk or, 
in some cases, on a compact disc. An indi- 
vidual can quickly and easily sequence through 
the text on the display. The digital book is the 
publisher's latest attempt to lest new methods 
of distributing print products. Sony and sev- 
eral other manufacturers produce these elec- 
tronic devices but they are only now in the 
testing stages. Acceptance is not guaranteed 
as the bigqucstion now is whether individuals 
will buy books in diskette form and read them 
on an LCD screen. Should the technology be 
widely accepted, costs can be expected to 
dropdramalically.This might eventually be a 
alternative to the ubiquitous book or printed 
home study lesson. 

E 

• E-Mail — Li-mail, or electronic mail, is an- 
other computer-based communications 
method which has become widely used over 
the past decade. Llcclronic mail is used pri- 
marily with computers that are networked 
together and large multi-user computers. A 
large computer known as the server in a 
network acts as the host and provides storage 
areas, known as "mailboxes," for all of the 
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users on the system . The Li-mail system then 
perm its users on the system to send m ail to one 
another. This is usually in the form of short 
notes, memos, and letters although longer 
documents may also be sent on larger sys- 
tems. 

Like the bulletin board system, Li-mail 
provides a convenient way of communicating 
with computer users. It is generally more 
expensive than the simple bulletin board sys- 
tem but very flexible. And, like the bulletin 
board system, it can be used to provide a 
variety of student services and instructional 
opportunities. 

• Expert Systems — An expert system is a 
special kind of artificial intelligence software 
used to store certain types of knowledge. 
Normally an expert system is created in a 
particular field of specialization known as a 
domain. The domain may be medical diagno- 
sis, aircraft engine repair, or financial advis- 
ing. A group of experts get together and pool 
their knowledge about a particular field and 
create what is known as a knowledge base. 
This know ledge base is stored in the computer 
in a unique format that allows it to be easily 
accessed. A program in the computer, allied 
the inference engine, allows a user with a lack 
of knowledge in the field of expertise to tap 
the knowledge base and gain benefits from it. 
Generally this is done by asking the expert 
system questions. Alternately, thecxpert sys- 
tems asks the user questions, then supplies 
appropriate answers in response. The infer- 
ence engine searches the knowledge base for 
answers and provides them if available. While 
expert systems arc used primarily for advis- 
ing, they can also be used for education . More 
and more expert systems are being developed 
for the purpose of teaching specific subjects. 
In this regard, the expert system software 



could be considered as a special kind of 
computer-based instruction. 

Expert systems may have several applica- 
tions in home study schools. They may be 
used internally for advising students on vari- 
ousschool policies and procedures. They can 
also be used for instruction. If the student has 
a computer, the school may use expert sys- 
tems software to enhance the instruction in a 
particular area. 

F 

• Facsimile — Facsimile, or fax. is probably 
the high tech com municat ions leader of the 
90s so far. A fax machine is simply a way of 
communicating written and graphical images 
over the telephone lines, 'llie fax machine 
scans a piece of paper containing the informa- 
tion which is then converted into electronic 
signals that are transmitted over telephone 
lines. A receiving fax machine decodes the 
message and regenerates the image which it 
then prints out on paper. Today, virtually 
every business and many individuals have a 
fax machine. It is THIi way that companies 
and individuals communicate in the 90s 

Many home study schools already use the 
fax machine. However, it is far more useful 
than most schools reali/.e. Any i-.chnology 
that improves com munica lions with the stu- 
dent is worthwhile. If you are not already 
using this technology for your communica- 
tions, it is one that you should consider adding 
immediately. 

G 

• Graphics — Graphics is a broad and general 
term that has several meanings. It might indi- 
cate the photos and illustrations in a text or a 
particular style and layout of a printed page. 
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It may also refer to a high resolution color 
animated video display on a computer. It 
could mean the images used in a video pro- 
gram or message. Regardless of the specific 
definition, it has been conclusively proven 
that the use of graphics in any media greatly 
improves interest, attention span, and reten- 
tion. It is also a well known fact that we tend 
to remember and understand things that we 
see better than those things that we hear or 
read. 

For these reasons, graphics are extremely 
important in home study education. Anything 
that can be done to improve learning,commu- 
nicationsand retention should be used. Graph- 
ics can be used to express many ideas in a 
compact form. Graphical presentations of 
information or material to be learned are not 
only more interesting but also more efficient 
as fewer pages and less time is required to 
communicate them. 

Home study schools have used graphics 
for a century, of course. However, much 
greater uscof it could greatly improve instruc- 
tion. It takesa little more lime and costs a little 
more money to produce graphic instructional 
material, but the benefits are realized over the 
long term. 

H 

• Hypnosis — I Iypnosis isanothermental tech- 
nique that has shown benefits in improving 
instruction. When an individual is hypno- 
tized, he or she goes into an extremely relaxed 
state. The subject is not really asleep although 
that is a common impression. On the other 
hand, hypnosis makes an individual's mind 
extremely alert and open to suggp&ion. The 
state of relaxation and alertness is ideal for 
education. Individuals who have been hypno- 
tized generally learn faster and remember 



longer things that they are exposed to in the 
hypnotic state. Further, post-hypnotic sug- 
gestions can provide the motivation and in- 
centive for individuals not only to study on a 
regular basis but also to improve their learn- 
ing. Self-hypnosis is a technique which is 
readily taught and many audio and video low 
cost tapes are available to assist a person in 
achieving this condition on their own. 

It is doubtful that hypnosis has ever been 
used in home study, save for the Hypnosis 
Motivation Institute, antJI ISC member school 
in 'I arzana, California. On the other hand, it is 
a technique which offers some promise for 
both the student and the school. It is an 
interesting area for research and testing for 
home study. 

• Hypertext — Hypertext isa computer-based 
technique for storing and accessing informa- 
tion. In a hypertext application, frames or 
cards of information are created. Fach one 
contains text and/or graphics that can be 
presented on asinglecomputerscreen. These 
are usually named and linked through the 
software. Frames or cards are created for 
many different aspects of a particular subject 
or field. *llie relationships between the frames 
are indicated. '1 lien, when an individual wishes 
to access the knowledge and information in 
the hypertext system, he or she can simply 
browse or explore by using menus and the 
mouse or simply by entering key words. Re- 
lated topicsarc designated in the frame so that 
an individual may continue his or her explo- 
ration of the subject, if needed. 

Hypertext is generally easy to develop 
when limited to text and simple graphics. 
More elaborate hypertext systems can be de- 
veloped using CD-ROMs which are capable 
of storing not only text but also more elaborate 
color graphics, active video and sound. 
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I 

• Interactive Video— Interactive video is the 
process of using instructional sequences on 
video disk or tape to teach a specific subject. 
Normally, the information is divided into 
short segments of related instructional mate- 
rial that a student can work through on an 
interactive basis. A built-in microcomputer 
generates sequences, permits random access 
and branching, and provides feedback. Inter- 
active video is programmed instruction video. 
It is highly effective but expensive to develop 
and dispense. 

j 

• Job Aid — This is a short, easy to use docu- 
ment, usually in print form, that givesa simple 
step-by-step procedure for doing a specific 
task or dealing with one type of problem. Job 
aids arc normally used on the job, but also 
make great educational tools when supple- 
mented by related training materials. They 
can also be implemented on the computer as 
an expert system. NHSC military schools — 
particularly the U.S. MarineCorps Institute — 
make good use of job aids in their courses. 

K 

• Kits — A kit is usually defined as any assem- 
bly of parts that you put together yourself to 
form a complete useful end product. 

The term kit has taken on a somewhat 
newer meaning over the years. Today it has 
a more generic definition meaning a group of 
related items that serve some useful purpose. 
It could mean a collection of supplies, an 
assembly of tools, or a mix of physical speci- 
mens and samples, or the like. 

Kits are ideal media to use with home 



study courses. Tney give the student experi- 
ence with actual materials, components, tools, 
and products of the subject being studied. 
They provide the ever so important "hands- 
on" experience that is so necessary to develop 
in some fields. There is nothing particularly 
high tech about it, but kits are a media that is 
useful in improving instruction as well as 
increasing the desirability and marketability 
of the program. 

L 

• Laser Disc — A laser disc is simply another 
name for a compact disc used primarily for 
video. Laser discs are not a common con- 
sumer item as they are expensive and materi- 
als are rarely available. They are used primarily 
by schools, business and industry, the govern- 
ment and military for training purposes. The 
laser disc usually presents video information 
that is interactive with a built-in computer that 
provides interaction and feedback with the 
material. See also the sections on CD-ROM 
and interactive video for more information. 

M 

• MPC — Multimedia personal computer. A 
PC containing a CD-ROM and audio capabil- 
ity that is used in multimedia applications. 

• Multimedia — Multimedia is a term used to 
describe the use of multiple media in present- 
ing information or dispensing educational or 
training materials. It simply means that you 
use print, audio, video, computer, and othet 
presentation techniques collectively in your 
course. You could say that the use of two or 
more different media constitutes multi-me- 
dia. 

On the other hand, multimedia has taken 
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on a somewhat new definition over the past 
several years. In general, it has come to mean 
the useof several different typesof medias in 
connection with a personal computer. The 
computer itself, of course, may be used to 
present information and training materials in 
the form of CBT. In addition, it may also form 
the basis for the control, operation and access 
of learning material on other media. For ex- 
ample, audio materials can now be easily 
created and stored on magnetic computer 
disks for presentation at the computer output. 
By installing an audio accessory board, your 
programs and computer training materials 
can be accompanied by voice, music and 
other kinds of audio. In these applications, 
one or more speakers become output periph- 
erals for the computer. 

Video can also be used along with a multi- 
media PC. Abuilt-in video card permits video 
from a camcorder, a VCR, or a CD video disc 
player to be added to the display on the 
com puter screen. The board converts the video 
into a format compatible with the computer 
screen. The information is then displayed on 
the fullscreen or in a small window along with 
other displays produced by the computer. 

Another popular multimedia device is the 
CD-ROM. Massive amounts of information 
and educational material can be stored on a 
CD-ROM and easily accessed by the com- 
puter. Under a special program control, the 
information can be brought up as required by 
any instructional sequence. The information 
may be text, graphics, audio or video. 

N 

• Neuro Linguistic Programming (NLP) — 

This is a psychological technique that essen- 
tially helps a person change to fit some exist- 
ing model of behavior or performance. The 



desired model is identified and studied and 
various methods are used to train a person to 
emulate the model thereby duplicating the 
desired behaviorand performance. Like most 
other psychological methods, NLP is not 
widely used in education, but it has excellent 
potential especially in home study. 

P 

• Programmed Instruction — Programmed 
instruction (PI) is an old print technique that 
wasoriginally developed back in the 1 960s. It 
is not as widely used as it once was, but it is 
an extremely effective way of presenting 
some types of instructional materials in print 
form . Oneway to define PI is as a print version 
of computer-based training. (See CBT.) It's 
a little more difficult to develop than straight 
text, but it is extremely effective as it provides 
continuous testing, reinforcement and inter- 
action. When considering new forms of print 
materials, improvements to existing material, 
or the addition of supplementary materials on 
special subjects, this is a good technique to 
consider. PI is being successfully used in 
some disc-based self-instruction programs, 
such as a course on real estate exam prepara- 
tion offered by the Georgia Institute of Real 
Estate in Atlanta. 

R 

• Radio — Here's a technology that's been 
around for a little over a century. It is used 
primarily for entertainment and information. 
Yet, it is a near perfect methodof transmitting 
instructional materials. Radio, of course, is 
nothing more than wireless audio. It is ex- 
tremely low cost and it's as easy to prepare 
radio programs as it is any other audio instruc- 
tional material. For this reason, it seems like 
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more home study schools would explore Ihc 
option of developing materials for use by 
radio transmission. Itwould permit the distri- 
bution of the audio material by wireless tech- 
niques rather than say cassette or CD-ROMs. 
The audio could be supplemented by work- 
books, texts and other printed materials that 
would be sent by the school. This is an avail- 
able and previously unexplored field for home 
study schools but has tremendous potential. 



• Satellite — A satellite is certainly a high tech 
distribution system that is now already widely 
used for educational purposes. No home study 
schools use it, although satellite transmission 
of instructional material is oneof the primary 
means of distributing distance education ma- 
terials in colleges, universities, business and 
industry. The materials arc normally in video 
form and can be transm itted directly by "film - 
ing" a classroom session or by transmitting 
prerecorded video materials. The information 
is fed to a satellite up-link which transm its the 
video to a satellite which serves as a repeater. 
'Yhc satellite then transmits the video back to 
earth stations whose antennas are oriented 
toward the satellite. Normally some type of 
distribution fee is required, 

• Simulation — Simulation is the process of 
emulating or duplicating some physical de- 
vice or social system . It is done by creating a 
smaller model of the real thing for the purpose 
of understanding it better. An example of a 
simulation is a game like Monopoly that 
imitates business and real estate. Computer 
gamesare mostly simulationsofactiviticsand 
worlds that cannot otherwise be realized or 
participated in. A computer game that simu- 
lates a modern urban city is SimCity v,hich 



shows the interactions of the many different 
factors that affect any city. 

Simulators arc created for many different 
applications. Aircraft simulators realistically 
duplicate flight under varying conditions to 
teach pilots how to fly in different situations. 
Nuclear power plant simulators teach opera- 
tors how to deal with all kinds of problems. 
Simulators can demonstrate conditions that 
are too hazardous or too expensive to be 
experienced in any other way. 

Today, most simulations are by computer. 
What you do is create a mathematical model 
of the device, system or situation and run it on 
a computer with appropriate graphics to add 
realism. Simulations are oneof the best ways 
to learn as ihey leach by example and by 
forcing participation to gain realistic experi- 
ence. 

• Software — Programs that a computer uses 
to implement an application like education. 
Educational software is simply just another 
term for computer-, <scd training (CBT) ma- 
terials described earlier. 

• Subliminal — Asubliminal is some form of 
hidden or disguised signal or message that is 
generally only received and recognized by the 
subconscious mind. There are both visible 
and audible subliminal, liven smell has been 
used as a subliminal. An example of a visual 
subliminal is a single word or brief message 
that is flashed onto a movie or v ideo screen for 
a period of 1 /30th of a second. The visible eye 
and brain docs not see or recognize it. How- 
ever, the subconscious mind does pick it up 
and it docs influence us. 

Audible subliminals are verbal messages 
buried in other audio material such as music. 
They are almost below the threshold of human 
hairing. Yet, claims have been made that the 
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subconscious can pick out these audible 
subliminals and react to them. While the 
subject of subliminals has been discussed for 
years, mostly in terms of advertising and 
promotion, it has only been within the last 
decade or so that any serious work has been 
done in the use of subliminals for educational 
purposes. It has also been discovered that 
while visiblcsubliminals are extremely effec- 
tive, there is some doubt as to the benefit, 
validity and veracity of audible subliminals. 

A tremendous number of both audio and 
video sublim inal materials have been created 
over the past several years. Most of these are 
used in self improvement tapes. If used on a 
regular basis, there are some positive gains to 
be made. Subliminals can be used to transmit 
important facts and information or simply to 
influence us to do things that we need to do or 
to stop things that we shouldn't do. While 
more study is needed, subliminals, particu- 
larly visual subliminals, can be an effective 
way to get some messages across and provide 
stimulation and motivation. 

• Superlearning — Superlcarning is simply 
another term used to describe the accelerated 
learning process defined above. 

T 

• Telephone — Old, but still high tech, the 
telephone is the premier communicating de- 
vice in this country and its applications in 
home study are widespread. 

By far the greatest use of the telephone, of 
course, is in communicating with students 
about tuition payments, exams and grades, 
and in communicating with the instructors 
about materials they are learning. Direct one- 
on-one voice communications with students 



is extremely effective. It is faster and easier 
than written communications. It is also far 
more motivational and better matched to the 
short attention span of most students today. 
Telephone communications can speed up in- 
struction and prevent the loss of interest that 
so naturally accompanies most home study 
programs. All home study schools should 
have 800 numbers and Wats lines to increase 
telephone communications with students. 
More home study schools should incorporate 
more regular verbal telephone communica- 
tions with students for the purpose of improv- 
ing instruction and increasing motivation. 

The telephone has many other uses as 
well. The fax machine mentioned earlier is an 
example. The telephone system can also be 
used for computer communications. Bulletin 
boards and E-mail described earlier are ex- 
amples. Instructional materials can be ex- 
changed on-Iincdirectly by modem or through 
the BBS and E-mail systems, if available. 

Another totally overlooked opportunity is 
the 900 number which might permit you to 
provide extra services and additional instruc- 
tion where the telephone company bills the 
student. The possibilities are interesting! 

•Television — Television is also another term 
for video. See also the definition of video 
given later. For our purposes here, we define 
television as the presentation of video infor- 
mation by wireless transmission or by cable. 
Video isgcncrallydefincdas material that has 
been recorded on tape or diskette for distribu- 
tion and later presentation. Few, if any, home 
study schools actually use television. Some 
schools advertise on television but that's about 
as far as it goes. The transmission of instruc- 
tional materials is simply too difficult and 
expensive to implement. Yet with the avail- 



NHSC NEWS ■ SPRING 1 993 29 



GO 



Chapter Three— Home Study Course Development Handbook 



ability of low cosl cable television and the 
near 80% penetration of cable TV into U.S. 
homes, this makes television a far belter 
media than you might expect. The problem is 
in developing materials that can be presented 
in this way and this is usually expensive. It 
seems strange that no home study school has 
investigated cable television as a major trans- 
mission medium for their programs. 

V 

• Video — Video is instructional material pre- 
recorded on cassette tapes or video discs. 
There is probably no belter instructional me- 
dium than video for almost any subject. And 
almost everyone now has a VCR. It is a near 
perfect media for home study. A full course 
would be expensive to develop, but the entire 
program does not have to be in video formal. 
And il is highly desirable to leach some 
subjects by this technique that cannot ad- 
equately be taughl by text. By making short 
inexpensive videos, these make excellent 
enhancements to any program. 

Another way around the cost is simply to 
use existing video materials. There are liter- 
ally thousands of video tapes available that 
can be used for instructional purposes. When 
properly sequenced and integrated with a 
sludcnt workbook, a powerful low cosl video 
instructional program am be easily created. 

For schools who can afford it, developing 
video instructional materials from scratch is a 
great way to implement the course. Learning 
will be faster and more thorough than any 
other method. Most students were brought up 
in the TV generation and video is their pre- 
ferred way of receiving information, news, 
entertainment, and even education. By using 
this method you can greatly improve instruc- 
tion as well as retention and graduation rate. 



• Virtual Reality — Virtual reality is an ex- 
perimental technique that makes use of com- 
puter simulation to create false and artificial 
worlds. Normally, the user puts on a special 
pair of goggles which contain small color 
video screens which receive information from 
the computer. Then by thcuseof graphics and 
animation techniques, thecompuler produces 
visual images which can simulate virtually 
any kind of environm cnt, such as a room or the 
cockpit of a spaceship. Virtual reality may 
also incorporate other peripheral devicessuch 
as a sensor glove that when placed on the hand 
can be moved around to produce motion that 
is visible on the goggles screen. Another 
method is to use an aircraft simulator-like 
device to produce motion and other effects to 
improve realism. Virtual reality is a develop- 
ing technology and essentially not ready for 
prime lime, as they say. Yet for certain types 
of instruction, it may eventually be useful. 
Again, this is one of the technologies to 
follow. 

• Voice Mail — Voice mail is a modern elec- 
tronic application of the telephone system. 
Voice mail is nothing more than a sophisti- 
cated telephone answering machine system. 
Many companies and government agencies 
use voice mail to answer the telephone and 
direct the caller to a specific person. If that 
person is unavailable, you may leave a voice 
mail message. Like any answering machine, 
the voice mail simply records your voice on a 
computer disk which can be played back later. 
Voice mail systems have many applications 
as they can be used to supply instructional or 
informational messages to students who call. 
Access to the various messages is obtained by 
the use of Touch Tone codes, making many 
messages possible. 
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Top 10 Reasons Why Home Study 
Schools Don't Use More High Tech 
Instructional Media 

A not-so-tongue-in-cheek take-off 
on David Lettcrman'sLareM're 
TV Show feature. 

10. What's in it for me? 

9. My subject doesn't fit the 
media. 

8. The student will have to buy 
special hardware. 

7. It doesn't really improve 
learning, does it? 

6. The students could care less. 

5. I don't have the in-house 
people or expertise to do it. 

4. It's loo expensive and it will 
make the courses cost more. 

3. It's too much trouble. 

2. We've always done it this 
(the old) way. 

. . . and the number one 
reason is . . . 

1. I hate to change! 



10 Reasons Why You Should Use 
More High Tech Instructional 
Methods in Home Study 

1. . Students will learn more 
sooner. 

2. Students will remember 
longer. 

3. Students will understand bet- 
ter. 

4. Students will be less bored, 
more interested. Edutainment. 

5. Students will be more highly 
motivated. 

6. Prospects will be more at- 
tracted to and enticed to enroll 
with your school thereby in- 
creasing sales. 

7. Knowledgeable and competent 
graduates will reflect posi- 
tively on the school and dis- 
tance education in general. 

8. Completion rates will be 
higher. 

9. Student contacts with instruc- 
tors should decrease. 

10. Tuition realization and profits 
should increase. 
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A Special Word About Print 

The "High Tech" of Home Study Media 

Most home study courses are in print format, 
textbooks, lessons, study guides, etc. Print 
materials arc cheap and relatively easy to 
develop, store and distribute. Print materials 
are portable and completely random access. 
If indexed and adequately outlined, they make 
good reference materials. And best of all, 
everyone can read. Well, almost everyone. 

The downside on print materials is that 
many students are not good readers. Some 
read poorly and others just learn better by 
visual or audible moans. In many cases, those 
students who turn to home study later in life 
because they did not go to college tend to be 
those who were not good at academics which 
usually translates to poor reading ability. 

Print is still the best media for home study 
because it offers so many ad\ 'antages. How- 
ever, that should not exclude other media 
which can enhance and supplement print 
materials. Audio, video, CBTand other me- 
dia and high tech methods should be em- 
ployed because they do indeed improve 
instruction, motivation, and completion rate. 

When creating new materials or making 
revisions, the high tech methods of print 
should be considered. Most schools stay with 
standard textbook formats. But there are so 
many other techniques that can improve print 
materials, such as the customized-published 
textbook approach just hitting the market. 
Publishers are permitting home study schools 
to "custom design" a course from a hardbound 
commercial textbook. Some of the other print- 
enhancing techniques include: 

1 . More color and graphics. See "graphics" 
in glossary. 



2. Programmed instruction. See glossary. 

3. Information mapping. Information map- 
ping is a technique used to create more 
efficient printed materials that arc easier 
to use. The chosen topic is researched, 
analyzed, and organized, then presented 
in a logical but highly condensed man- 
ner. Special formatting and use of graph- 
ics make the resulting material faster and 
easier to consume or use. 

4. Job aids. See glossary. 

5. Comic book format. Very popular in 
Japan and highly effective for many top- 
ics. Gemological Institute of America, 
Santa Monica. California, has used this 
technique in its "Fine Jewelry Sales" 
course. 

6. Greater use of outlines, bulleti/ed sum- 
maries, and one-liners. 

7. Greater use of sidebars for presenting 
related material but out of the main- 
stream of the lesson. Ixwk at any issue of 
the national daily newspaper, USA To- 
day, for ideas. 



NHSC News readers may contact 
Lou Frenzel by calling 305-341- 
0727. 
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Supervising Course Authors 

by 

Mary E. McKeown 
Executive Vice President and 
Educational Director 
American School 



The Author 



Mary joined the American School Chicago, Illinois, in 1942 as an 
instructor. In 1958 she was named High School Principal, and today she 
serves as Executive Vice President and Educational Director. Mary has 
conducted in-service training programs, written study guides for math- 
ematics courses, and developed new curriculum materials for the Ameri- 
can School 



Introduction 



Mary served on the committee to review the ff Policies and Standards for 
Optional Schools and Special Function Schools'' for the North Central 
Association. She served as Chairman of the NHSC Research and Educa- 
tional Standards Committee from 1988 to 1993. 



The selection of an author for a home study course is one of the 
most important decisions that an Educational Director makes. It is 
not an easy task. It is a task that requires great care. Well-written 
courses can make the difference between success and failure for a 
school. 



What Do You Look For? 



What characteristics and abilities do you look for in selecting a 
writer? First, look for someone with expertise in the subject mat- 
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ter, a person with up to date knowledge of the field. Second, you 
want someone who can write in the "home study manner," who 
can transmit information to students. You want writers who write 
for their readers rather than their peers. Third, seek writers who 
have a broad understanding of the field of home study and the 
special needs of home study students. Fourth, look for those who 
can organize written material so as to lead students step-by-step 
through the course. Finally, you want writers who have the abil- 
ity to complete the manuscript on time! 

How do you select a writer who has all the qualities outlined 
above? Home study schools that have a large staff of department 
heads and instructors have a ready pool of talent. The Educa- 
tional Directors of such schools are particularly fortunate in that 
they are aware of the potential writer's educational background, 
writing skills and organizational ability. A writer selected from 
the staff can be expected to know the format the school uses, to be 
aware of capabilities of the students, and to be already familiar 
with the principles of teaching by correspondence. 

However, even in a large school, there are times when it may be 
advisable to go outside the organization to get a suitable author. 
No one on the current staff may be qualified, or the persons who 
are qualified may be busy on other projects. Therefore, to meet 
time constraints, the Educational Director will have to go outside 
the organization. The selection of an "inside or outside" author 
depends upon the circumstances (time, budget, staff competence, 
etc.). 

Where Do You Find Authors? 

Where do you get good writers outside of your organization? You 
have many sources. If the course you are planning is an academic 
one, for example, United States History for a high school pro- 
gram, you can contact the history department of colleges, univer- 
sities or high schools in your area for possible authors. (It is 
usually easier, less costly, and less time consuming to engage 
people who live close by — especially if you are working with 
more than one author.) However, since the Educational Director 
is experienced in home study methodology, he or she should not 
be afraid to work with an aspiring author in any part of the coun- 
try if that author proves to have the qualifications desired. If an 
author is particularly outstanding (and the fee reasonable), it is 
worth the extra effort to work with an author located at some dis- 
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tartce from the school. Today's technology makes it relatively easy 
to communicate through fax and computers. 

If the course is vocational, you can contact the appropriate depart- 
ments of vocational schools at secondary and postsecondary lev- 
els. Industry, too, is a good source for writers. Those currently 
employed in industry have practical experience and know the lat- 
est developments in their fields. You can advertise in trade and 
technical journals. Keep your eyes open. If you come across an ar- 
ticle in a technical journal that is written in a style that will be un- 
derstood by your students, contact the author. Perhaps you can 
hire him or her to write a course for you if he or she is qualified. 

Multiple Authorship 

For some courses it may be advantageous to have more than one 
author. This might be true in a course such as World History. 
Having several writers, each of whom is a specialist in the history 
of a particular area, would add to the scholarship of the course. 
The same would be true in other fields such as a course in law or 
taxation. Having more than one author can also speed up the 
writing. Some people work better in teams and are spurred on by 
discussing the project with others. On the other hand, there can be 
disadvantages in that writing styles and lesson tone may differ 
widely. This difficulty can be overcome by making one of the au- 
thors responsible for reconciling the variance in styles and by 
having an experienced editor review the material. Every home 
study course needs to be read and edited by a "central mind" to 
assure uniform tone, style and flow of material. Some writing 
teams divide work so that one writes the lesson material and the 
other writes the self-check and examination questions. The divi- 
sion of labor should be the one that will produce the best course. 

Establishing a Working Relationship 

Once you have selected an author you will need to have an orien- 
tation session. The author needs to know about the prospective 
students. Who are they? High school dropouts? High school 
graduates? College graduates? Men? Women? Both? What age 
group? Income? What are their reasons for taking the course? The 
more the author understands the intended audience, the better he 
or she will be able to write a course that will suit that audience. 

Discuss course content. Set up a list of behavioral objectives for 
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the course. Be sure to let the author know what the extent of the 
course is to be. For example, first year Algebra would be begin- 
ning Algebra through the solution of quadratic equations. A 
course in repair of small electric motors would be limited to small 
electric motors, and it would not include gasoline motors. You do 
not want to have the course duplicate material in other courses 
you may already offer. 

Every home study school should have a manual for course writ- 
ers. Several major NHSC member schools have for years made 
their manuals available to other schools. This Home Study Course 
Development Handbook is a "must read" for any course developer/ 
writer. 

The manual should give the writer an idea of what is expected. It 
should outline the format to be used, the length of learning units, 
types of questions to be used in examinations, etc. It should 
emphasize the differences between classroom and home study 
teaching. For example, it should stress the fact that the only edu- 
cational materials the home study student can be expected to have 
are those sent with the course. Home study courses must be self- 
contained. The writer has to anticipate the learning problems. 
There will be no teacher there to explain convoluted prose in the 
course, to reassure the discouraged student, or to supply material 
that has been outlined. 

Once you have decided upon an author and outlined the course 
objectives, you need to set the ground rules. Make sure that each 
of you knows who is responsible for what. Have a contract for 
any author, whether it is done by a salaried employee or on the 
outside. It should specify who is responsible for supplying pic- 
tures, charts, and other illustrations; how and when the manu- 
script is to be submitted; how and when the author is to be paid; 
under what conditions the contract can be canceled; and, most im- 
portantly, a timetable of due dates (see appendices A and B). 

The amount and basis for payment will, of course, depend upon 
the school. It may differ for various courses within a school de- 
pending upon the difficulty of getting qualified authors. One 
Educational Director recently said that his school paid by the fin- 
ished page. A public institution paid $5,800 per lesson for a col- 
lege course it developed. Others pay lump sum of anywhere from 
$1,500 to $20,000+ per manuscript. In short, the budget of the 
school, the difficulty of the course, and the credentials of the au- 
thor influence the amount of remuneration. 
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Supervising Authors 

Now that you have the author primed to write, you need to keep 
his or her enthusiasm peaked. Drop a note or call them from time 
to time. Set up a "tickler file" to remind yourself of when to call 
the author. Keep in touch with him or her. Today's technology, 
such as computer networking and faxing, makes it easy to com- 
municate with distant authors and allows you to get immediate 
feedback. Maybe you will find a clipping from a newspaper or 
magazine which relates to his/her project. Send it to him or her. 

As soon as you get the first portion of the manuscript, read it and 
contact the author. Feedback is as important to authors at this 
point as it is to students who have just submitted their first exami- 
nations to the school. You want to keep authors enthusiastic about 
the project. Get your evaluation to them quickly. Emphasize the 
strengths of their presentations. Then make suggestions for im- 
proving sections you feel are weak. Be gentle but firm. Be as tact- 
ful as you can. Some people feel that any criticism of their writing 
is criticism of them personally. However, keep in mind that you 
must have a product that meets the needs of the students and 
your school, and you are the person who knows these needs best. 

As you look over the first lesson, ask yourself these questions: 

1. Is it written at a level the student can understand? 

2. Is it condescending? Or, on the other hand, is it stilted and 
heavy with jargon? 

3. Is its development logical? Does it proceed from the simple to 
the complex? 

4. Does it hold your interest? If it doesn't hold yours, it won't 
hold the student's. 

5. Does it give the student practical examples that he/she can 
understand, rather than just theory? 

If the reading level is too high, do not just tell the writer that the 
reading level is too high. Have your editors rewrite a sentence or 
a paragraph here and there at the level you think appropriate so 
the author can get an idea of the type of changes needed. In tech- 
nical subjects it may be necessary to tell the author to define any 
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technical terms he/she uses. If the author tends to be condescend- 
ing, point it out to him/her (in a non-condescending- way, of 
course). If, however, the author tends to be intellectually over- 
bearing, point that out to him/her too. 

The author who has not had the experience in correspondence 
education may not realize the need for logical, sequential steps in 
his/her presentation. Show him/her where such omissions occur. 
Indicate where practical examples can be given if he/she has 
overlooked them. Suggest ways the author can spark students' in- 
terest in his/her language and by relating his/her presentation to 
the real world. 

Conclusion 

Educational Directors do not have an easy job. They are often 
caught between other school executives who expect a course to be 
ready for marketing as soon as the idea for it is conceived and 
procrastinating authors. You will have to follow up with the au- 
thor to be sure he/she is meeting the time schedule you have set. 

It is important to keep in close touch with th ? writer, meeting or 
speaking with him/her from time to time. Authors will differ in 
their work habits. What motivates one author may irritate another 
author. Most will stick close to the original schedule. Others will 
start out with enthusiasm and then reach a plateau. A note or a 
telephone call will usually get these folks back on the track. How- 
ever, there are always the procrastinators. They usually say that 
they work better under pressure. Keep after them. Most of us do 
not like to nag, but unfortunately, nagging is often the only pres- 
sure to which certain people respond. In short, the secret of suc- 
cess in re-motivating delinquent authors is to practice the art of 
making them feel guilty. 

Thus, at times you will have to be a teacher, advisor, psychologist 
and even an ogre, but your goal — an excellent home study 
course — is well worth the effort. 
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Study Guide Contract 

Agreement made this day of , 19 , between 

of , hereinafter called the 

Author, and the American School, Chicago, Illinois. 

In consideration of their mutual convenants the parties agree: 

The Author: 

1 . Warrants that he/she is the Author and sole owner of an original 
unpublished literary composition, better described and more 
commonly known as a Study Guide, at present entitled 

and of all rights appertaining thereto, and 

that said composition contains no matter infringing upon any 
copyright or right of literary property, and with respect to all the 
foregoing warranties he/she will hoid the publisher harmless. 

2. Hereby assigns and transfers said composition and any revisions 
thereof and all said rights to the publisher and its assigns, 
together with the exclusive publication, sale and other rights 
thereof throughout the World forever, regardless of whether the 
Publisher has the said composition copyrighted. 

The Publisher agrees: 

3. To pay the Author the fixed flat and final sum of $ upon 

acceptance of the Author's copy material for the Study Guide. 

4. To give the Author copies of the printed Study Guide, free 

of charge. 

IN WITNESS WHEREOF, the parties have executed this instrument, 
in duplicate, and affixed their respective seals, at Chicago, Illinois, 
this day of , 1 9 . 

American School, Publisher 

. by: 

Author President 

and: 

Secretary 
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Appendix B 

Here is a sample of a checklist authors use to ensure the complete 
submission of materials (courtesy of the U.S. Air Force Extension 
Course Institute). 



Checklist 

Date: 

Outline (original and copy) For BOF: Plan of Instruction 

Front Matter (original and copy) Annotated STS 

Manuscript Title Page 

Inside Cover Page 

Preface 

Acknowledgment Page 

Table of Contents 



Text (original & copy) Reference Matter 

No. of Chapters Bibliography 

Glossary 

Appendix 

Supplementary 

Material 



Chapter Review Exercises (CRE) Items/Answers (orig. and copy) 

Volume Review Exercise (VRE) Item Pool (orig. and copy) 

VRE Item Plan 

Title Page 

Items 

MAG Cards 



Copyright Release 

(for quotations & other 
borrowed material) 

"For Official Use Only" 

Yes 

No 



Illustrations (2 sets; one may be "faxed.") 

No. of Figures Total for Text Total for BOE 

No. of Foldouts Answers, CREs, 

No. of Charts and VREs 

No. of Tables 

Coy of Legends: Figs. , FOs , Charts , Tables 

Have all forms, TOs, Manuals, REGs, Pamphlets, etc, been 
checked for currency? 

Course Author: _ 

Supervisor: 
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Preparing Instructional 
Objectives 

by 

Marianne Evans Mount 

Executive Director 

The Catholic Home Study Institute 



The Author Marianne received her Masters in English/Education from Columbia 

University in New York City and her Masters in Religious Education 
from the Pontifical University of Rome, Italy. Since 1984, Marianne has 
served as the Executive Director of The Catholic Home Study Institute in 
Leesburg, Virginia. 

In this chapter she explains why instructional objectives — or learning 
goals — are just about the most important element there is in preparing 
an effective home study course. Often ignored or misunderstood, learn- 
ing goals are blueprints for excellence. 



Introduction 

The term "instructional objective" may sound overly technical to those of 
us who come from a background of traditional classroom instruction. 
However, once we understand why objectives are vital to good home 
study materials and learn the simple techniques for developing them, wc 
will have mastered the information in this chapter and be well on our 
way to becoming experts in this area of course development. 

The "What" and "Why" 

Robert Mager in his classic book entitled Preparing Instructional Objec- 
tives uses a fable to illustrate the importance of instructional objectives: 
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There once was a seahorse who went off to seek his 
fortune. He encountered an eel and a sponge who each 
sold him a flipper and a scooter for moving faster in the 
water. Feeling good about his new technology, the 
seahorse then met up with a shark who offered to give 
him something, too — a short cut through his mouth!* 

The moral of the fable is, "If you're not sure where you're going, you're 
liable to end up someplace else." The same lesson holds true when we 
develop course materials without using objectives. 

Instructional objectives are statements that we provide for our students at 
the beginning of a lesson or course that tell them "up front" what they 
should be able to do as a result of completing the course or lesson materi- 
. als. Objectives describe results and are similar to a road map that indicates 
where, when and how we are to arrive at our destination. 

Instructional objectives might also be compared to an architect's blueprint. 
Until the contractor has the blueprint, he or she cannot determine the 
materials needed, the various stages of construction, the date of comple- 
tion and the equipment and subcontractors required to finish the job. The 
blueprint tells the contractor what the final result should be and enables 
him/her to plan the entire project. Course objectives serve the same pur- 
pose for you as the course designer and for your students taking the 
course. 

Mager makes the following point about the need for objectives: "Instruc- 
tors make contracts with their students . . . those who don't clearly specify 
their instructional objectives, who don't describe to the best of their ability 
what they intend the learner to be able to do after their instruction, are 
certainly taking unfair advantage of their students." 

Good instructional objectives are especially critical for home study learn- 
ers, 7 he typical home study student sitting at the kitchen table must have a 
clear idea what is expected of him. He or she has no way of compensating 
for any vagueness or confusion, and must rely only on the printed materi- 
als provided him or her. As Gordon C. Bennett, a retired educational 
expert for the U.S. Army stated, "The correspondence course writer 
therefore must become an unquestioned expert at writing objectives." 2 



'Mager, Robert F.: Preparing Instructional Objectives, Second Edition. California, Pitman 
Management and Training, 1975. 

Bennett, Gordon C. (ed.): Developing Training Objectives and Question Construction and 
Test Preparation. Washington, D.C., NHSC, 1974. 
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Learn by Doing 

In order to illustrate the value of using instructional objectives, the 
material in this chapter will be presented using a home study format that 
begins with instructional objectives. You will be cast in the role of a 
home study student and learn firsthand the method you will be using. (No 
doubt when you finish this lesson on objectives, you will want to make 
improvements to my objectives!) 

At the end of this lesson on preparing instructional objectives you will be 
able to do the following things: 

• Write a one-sentence definition of an instructional objective; 

• State in three sentences or fewer why home study lessons must use 
instructional objectives; 

• Given three sample objectives, label correctly the performance, the 
conditions and the criterion of acceptable performance when any or 
all those characteristics are present; 

• Using Appendix A, Job and Task Analysis, list in order three steps in 
the development of objectives; 

• Identify from a sample of five instructional objectives, which ones 
are measurable (good) and which ones are not measurable (poor), 
with an accuracy of 80% or higher; 

• Given twenty verbs, label each one as either good (G) or poor (P) for 
use in writing instructional objectives, with an accuracy of 90% or 
higher; 

• List two reasons for sequencing instructional objectives; 

• Explain the recommended sequence for preparing home study 
materials and give one reason for this sequence; and 

• Score 80% or higher in ten minutes or less on the self-check test at 
the end of this chapter. 

The Three Parts of a Good Instructional Objective 

The purpose of instruction is to change behavior. As teachers we mea- 
sure learning by asking our students to do something that indicates not 
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only that learning has taken place but the degree of learning based on 
standards we have established under certain specified conditions. 

We usually do this by giving an examination or by asking for certain skills 
to be performed, such as taking a road test for a driver's license or 
preparing a meal if we are teaching home economics. In other words, 
mastery of knowledge can only be measured by observing performance or 
behavior. Therefore, good objectives must be stated in words that de- 
scribe behavior and require some form of action. 

The best objectives are those that clearly state the results you wish to 
obtain. In order to be clear you need to be specific and use words that 
describe action. You are measuring performance, not describing a mental 
attitude such as "appreciation" or "understanding." 

The clearer your objectives are stated, the easier you can measure suc- 
cess. This is especially true for your home study student who is seated at 
the kitchen table with only the printed page, while the instructor or 
course designer are possibly hundreds of miles away. 

Be Specific 

There are three parts to a good objective: (1) the performance, or what 
you expect the learner to be able to do; (2) the conditions (if any) under 
which you expect the learning to take place; and (3) the criterion or 
standard of performance, indicated either in terms of time or accuracy. 

A good objective does not have to contain all three parts; however, the 
more specific you can be, the easier you will make it for the learner to 
accomplish the goal. 

1 • Performance 

Let's look at an example of what we mean by performance. Remember 
we just said that performance describes a behavior that can be measured. 
What about the following objective — 'The learner will understand how 
to use paragraphs in learning to write an essay." How do we know that 
the learner "understands" how to use paragraphs? Does this objective 
state a performance? Is it measurable? 

The verb "understand" does not describe actions and cannot be observed. 
Why not rephrase this objective by describing a behavior that will indi- 
cate that the learner does "understand" how to use paragraphs to write 
essays. 
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For example, how about this, "Given a topic familiar to the learner, the 
learner will write three paragraphs on the topic. Each paragraph will 
contain a minimum of three sentences and include a topic sentence and a 
concluding sentence. The paragraphs will be written in a logical se- 
quence." Now the learner is asked to do something that can be measured 
and which indicates that the learner truly "understands" how to use 
paragraphs. 

2. Conditions 

An objective does not necessarily have to describe more than the perfor- 
mance. However, there are times when an objective will be vague if 
conditions are not specified. For example, an objective could read, "The 
learner will be able to quote three passages from the New Testament that 
support the Church's doctrine on infallibility." Will the learner be able to 
use a Bible as a reference or must it be done from memory? Conditions 
describe all the aiding and limiting factors by which the task must be 
performed. Conditions also include special equipment, charts, resources, 
supplies, facilities and environmental factors, such as weather or tem- 
perature. (For example, "The Boy Scout will list all the equipment 
needed to complete a ten mile hike in the rain, in mountainous ter- 
rain." The highlighted words describe the "conditions" of the objective. 
You can see that without including conditions this objective would be 
too vague. 

3. Criterion 

The criterion tells the learner how well he/she is expected to perform the 
task. The performance is measured against an outside standard if, for 
' example, we are talking about taking the bar exam to practice law in 
Virginia. On the other hand, the criterion could be a range of successful 
answers (four out of five or a percentage of correct answers that the 
teacher has determined to be acceptable). Criteria can be expressed in 
terms of time limits or accuracy. For example, an objective could be to 
parallel park a car. That objective could be accomplished by a good 
driver in fewer than five minutes or by a poor driver in thirty minutes. 
Without specifying the criterion, the objective does not identify the good 
driver from the poor driver. 

How are Objectives Developed? 

Where and how do we start in the process of developing good objec- 
tives? 
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Self-Test 



If we are writing course materials to train someone to do a job; then we 
must start with the job itself and analyze the skills or tasks required to do 
the job (see Appendix A). Then we develop objectives from the "task 
analysis" to make sure that the course will actually teach students the 
skills necessary to do the job. Appendix A lists the various steps for 
performing this analysis. Appendix B is an exercise for you do to. 

If we are teaching an academic subject such as Remedial English, then 
we begin by asking ourselves what skills the students must learn in order 
to be competent in Remedial English. The skills are listed, grouped and 
sequenced. Then we are ready to develop objectives from the list of 
skills. 



It is time to test your skill at identifying good objectives from poor ones. 
Remember that good objectives describe results tliat can be observed 
and measured. 

Read the following five objectives and write P (poor) or G (good) next to 
each one. Then we will discuss the correct answers. 

1 . Employees will not take more than 15 minutes to clean their equip- 
ment each day. 

2. Employees will recognize the value of being punctual. 

3. Employees should be loyal. 

4. Seams will be sewn using thread #10753 on all cloth of 14 ounces or 
more. 

5. The learner will be able to answer seven out of ten questions cor- 
rectly in the chapter review at the end of the lesson. 

You are an expert if you had the following answers: 

1 . Good. It describes an observable, measurable behavior. 

2. Poor. You cannot measure "recognizing values." Better to have said, 
"Employees will arrive al 7.45 AM every work day." That is one 
way to measure punctuality. 
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3. Poor. How do you measure "loyalty"? Better to say for example, 
"Employees will not be permitted to discuss confidential information 
about the company to other employees or to those outside the com- 
pany unless directed to do so by their supervisor." That behavior is 
an indication of loyalty to the company. 



4. Good. It is clear and to the point. 

5. Good. It is observable and measurable. 



How did you do? Remember, the key to a good instructional objective is 
to focus on what you can see the learner do. The performance should be 
specific, measurable and observable. 

Use Action Verbs 

To assure that you are describing a task or behavior that can be mea- 
sured, use action verbs. Ask yourself what it is you are asking the learner 
to do. If your objective does not require action, then you need to rewrite 
your objective. Here is a list of good action verbs to use as well as some 
"slippery" verbs (Mager's term) to avoid: 



Good Action Verbs: 



drill record 

explain devise 

develop summarize 

paint dictate 

label describe 

state type 



"Slippery Verbs:" (avoid) 



know 

believe 

enjoy 

realize 

have 



appreciate 
understand 
grasp 
feel 
sense 



Remember to choose verbs that do not leave any room for interpretation 
by your students. As Mager points out, "When we are interested in 
abstract states such as knowledge or attitudes, we can only know whether 
we have succeeded by observing students doing something that repre- 
sents the meaning of those abstractions." 
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Sequencing Objectives 

Sequencing objectives means that you arrange your objectives in a logical 
sequence. There are several ways to arrange the sequence. 

For example, you could arrange a sequence of objectives according to the 
level of difficulty of the subject matter, beginning with the simplest 
concepts and gradually introducing more difficult concepts. In a unit on 
punctuation you would begin with periods and commas and later intro- 
duce semicolons and colons. 

You could sequence objectives according to logical steps. In a course on 
cooking you would list objectives on using liquid and dry measurements 
before listing an objective that requires the making of a chocolate souffle. 

If your course materials arc designed to teach a job skill, you would want 
to sequence the objectives in the order that best prepares the students to 
perform the job successfully in the real world. 

If you are teaching a method of doing something such as operating a 
processing program on a personal computer, then the objectives should be 
sequenced in the order that the learner should follow when operating the 
computer. 

The Sequence of Good Course Development 

Unless you have been associated with home study course development in 
the military, you may not be familiar with an approach to course develop- 
ment called Instructional Systems Design (ISD). Good instructional 
objectives are part of this method, but the entire sequence of course 
development may seem to be turned around in comparison to traditional 
course writing methods: 

Once you have written your objectives, the next step in course develop- 
ment is . . . not the text (!) but the examination. The examination should 
test the objectives and be based on them. The exam should also reflect the 
weight or importance of each of the objectives and their sequence. 

After the exam is written, then the text is written. Using this sequence, you 
are assured that the text material will contain the information stated in the 
objectives and not extraneous material that may confuse the students. 
Since you have already developed the exam, you know what material must 
be included in the text. Text writing will flow more easily because the 
objectives will serve as the blueprint. 



ERJC 7.9 



Preparing Instructional Objectives 



Conclusion 



As supervisors of course development, it is clear how important good 
objectives are. It is essential to evaluate the objectives before any addi- 
tional work is undertaken by course authors. The objectives become the 
standards of measurement in evaluating the exam and the written text. 
This switch in the sequence of course development will enable you to 
keep tight control over course content and produce materials that accom- 
plish the stated objective. 



If you have accomplished the objectives stated at the beginning of this 
chapter, congratulations! You are no doubt convinced of the importance 
of providing well-written instructional objectives whenever you produce 
course materials. Perhaps this chapter offered a review of skills previ- 
ously learned or gave you some tips for overseeing certain areas in your 
course development department. 

I would like to leave you with a list of eight questions developed by 
Gordon Bennett 3 that you may wish to answer yourself or share with your 
YES NO staff who are involved in developing instructional objectives. Good luck! 

□ □ 1. Have I stated precisely what the student will be able to do as a result 

of successful completion of the course? 

□ □ 2. Have I stated the standard to which the student must be able to carry 

out the desired performance? 

□ □ 3. Is it possible to measure exactly that the student can perform to the 

standard required? 

□ □ 4. Have I indicated what the student will be allowed to use and not use 

in demonstrating attainment of the objectives? 

□ □ 5. Are the objectives stated in clear, concise, specific, and measurable 

terms? 

□ □ 6. Have I properly grouped and ordered the objectives? 

□ □ 7. Have I tested the objectives to make certain that they accurately and 

completely communicate to the student the learning to be achieved? 

□ □ 8. Have I provided in the course package all the resources needed by 

the student to assist in attaining the objectives? 

1 Bennett, Gordon C: Developing Training Objectives and Structuring Lesson and Examina- 
tion Exercises, Fort Lee, VA, U.S. Army Quartermaster School, 1974. 
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Appendix A 



Job and Task Analysis 



INPUT 



COURSE 
REQUIREMENT 







ANALYZE 
JOB 






DEVELOP 
TASK 
INVENTORY 







ANALYZE 
TASKS 



IDENTIFY 
TASKS FOR 
TRAINING 



IDENTIFY 
SKILLS & 
KNOWLEDGES 



CRITICAL 
TASK LIST 



OUTPUT 
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Appendix B Self-Check Test 



Directions: Choose the correct answer for each of the following ten multiple 
choice questions. Refer to the following five sample objectives to answer the 
test questions. Good luck. Use the answer key to check your results. 

Sample Objectives 

1 . Given a list of 35 vocabuiary words, the student will be able to identify 
the definitions of at least 30 without using a dictionary. 

2. Given all the required tools, the student will be able to change a tire on 
a car in twenty minutes or less. 

3. Given the document Mysterium Fidei to read, the student will grasp 
the significance of the term, "transubstantiation." 

4. Given all the ingredients, equipment and recipe, the student will be able 
to make a chocolate souffle. 

5. The student will be able to play "Jingle Bells" on the piano. 



Questions 

1 . In objective # 1 , which item below states the conditions? 

a) identify the definitions 

b) without using a dictionary 

c) 30 out of 35 

2. In objective #4, which item below states the criterion? 

a) no criterion stated 

b) given all the ingredients 

c) make a chocolate souffle 

3. In objective #3. which term is "slippery"? 

a) significance 

b) term 

c) grasp 
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4. Using objective #5, which item below identifies the performance? 



5. Referring to all the objectives, which one below is not measurable and 
observable? 



6. Which item below is not a reason for sequencing objectives? 



7. Which verb below is not appropriate for use in writing an instructional 
objective? 



8. Identify below recommended ISD sequence for course development. 



9. Identify below the correct sequence for doing a job and task analysis. 



a) analyze tasks, develop task inventory, identify skills and 
knowledge 

b) analyze job, analyze tasks, identify skills and knowledge 

c) identify skill J and knowledge, analyze tasks, analyze job 



10. Which statement below does not describe an instructional objective 
accurately? 



a) A meaningfully stated objective succeeds in 
communicating your intent 

b) An objective always says what a learner is expected to be 
able to do 

c) An objective must consist of a single sentence 



a) on the piano 

b) play "Jingle Bells'' on the piano 

c) neither of the above 



a) 3 

b) 5 

c) 2 



a) presents skills developmentally 

b) teaches a method 

c) lowers reading level 



a) list 

b) illustrate 

c) appreciate 



a) objectives, examination, text material 

b) objectives, text material, examination 

c) examination, objectives, text material 



Answer Key: 
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Total Quality Manuscripts 

by 

Dr. Charles B. Marshall 
Vice President and Dean 
and 

David R. Buddie 
Editor 

The Hadley School for the Blind 



The Authors Dr. Charles B. Marshall is Vice President and Dean of The Hadley 

School for the Blind in Winnetka, Illinois. Before that, Dr. Marshall was 
the Vice President of La Salle Extension University. He is also a former 
member of the Accrediting Commission of the National Home Study 
Council and a frequent Chairman of Accrediting Commission Examin- 
ing Committees. He has been in the home study field for over 25 years. 

David R. Buddie is editor at The Hadley School for the Blind. He has 
nearly 10 years' publishing experience, including proofreading, 
copyediting, typesetting, and design. 



Introduction 

The key to turning rough copy prepared by authors into workable 
home study material lies mainly in defining the elements of first- 
rate correspondence study offerings. 

Over the years we have devised a formula that may be helpful to 
our colleagues in the home study field. While W. Edward 
Deming's 14 basic principles of Total Quality Management may 
not all apply to an educational institution, most do apply, espe- 
cially in identifying the student as the ultimate " customer." With 
that in mind, we respectfully suggest the following methods to 
create total quality manuscripts. 
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In reading manuscripts prepared by subject matter specialists, 
who may not be familiar with home study materials, we employ a 
series of checklists. These checklists, developed over 30 years of 
home study experience, enable us to evaluate manuscripts with a 
certain consistency and, at best, allow us to convert the manu- 
script into first-rate material and, at worst, eliminate obvious 
errors. 

The First Lesson 

Because one of the most essential parts of home study is a success- 
ful first lesson, we spend almost as much time on the manuscript 
for the first lesson as we do on such major items as writing course 
objectives and examinations. Over the years, we have devised a 
few general rules concerning the characteristics of a good first les- 
son. 

In a good first lesson home study students need the following 
things: 

1. They need to be re-sold. Part of our educational role is to re- 
assure our students that we are what our representative or ad- 
vertising said we were — a reputable home study school that 
can help them raise their income or otherwise improve their 
personal life. 

2. They need to be inspired. They must be shown that what lies 
ahead is fun as well as work. 

3. They need success and renewed self-confidence. They may 
have failed before; now, we must let them succeed. To do this, 
we must give them something they can conquer to reestablish 
their faith in themselves. 

4. They need clerical help. They are lost with forms, second 
sheets, staples, paper clips, and instructions to "fold here." 

To fulfill these needs, we devised a formula that tends to achieve 
high response. These are the characteristics of a good first lesson: 

1. It is brief — no more than 20 printed pages. 

2. It builds in a resale by briefly reiterating the benefits of the 
course, career potentials, and the school's credibility. 
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3. It inspires, which usually implies carefully selected artwork 
and supportive copy. 

4. It contains a deliberately easy self-quiz, so that even before 
submitting the first examination, students clearly see they can 
do this work. In effect it sets up a series of successes that logi- 
cally follow from a successful first step. ''Success breeds suc- 
cess." 

5. It gives students everything they need. They are never told: 
"On a plain piece of paper, sketch " 

6. It is self-contained. Students are never asked to staple, clip, or 
attach anything, nor are they told to go out and buy some- 
thing. All forms are preprinted for them. 

7. It does not involve essays or projects that require literary or 
artistic skill. These "high-diving" challenges should come 
only after students have found they really can "swim" suc- 
cessfully. 

8. Exam instructions are made obvious: it is literally impossible 
not to understand what is to be done. 

9. The first lesson clearly explains what students are to do after 
they make their first submission. This information is placed so 
that students read it after they have mailed their first submis- 
sion to us. 

10. Because some students might possibly be offended by an 
overly simple first lesson, a courteous disclaimer frankly ad- 
vises them that this is a warm-up exercise and that we shall 
shortly present them with more challenging materials. 

11. The text starts with something familiar, so that the student is 
led from the known to the unknown. 

12. It uses simple English. 

13. The writing is appropriate for the estimated reading level of 
the audience. 

If we made a checklist of these characteristics, we would then 
measure every first lesson against these points: 
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YES NO 

1. Is the reading under 20 pages? □ □ 

2. Is there at least a paragraph or two of resale? □ □ 

3. Is it properly broken up with motivational art? □ □ 

4. Is it generally non-technical and inspiring? □ □ 

5. Does it contain a confidence-building self-quiz? □ □ 

6. Does it provide the student with the actual sheet □ □ 
of paper on which to submit the exam? 

7. Is the examination sheet one page, so as to elimi- □ □ 
nate stapling, clipping, etc.? 

8. Are all forms preprinted so that only name and □ □ 
student number need to be filled in? 

9. Are both the reading materials and the examina- □ □ 
tion sheet for the first lesson physically obvious 

in the first package the student receives? 

10. Is the examination free from essay assignments, □ □ 
projects, or artistic demands? 

11. Is there a disclaimer as to the ease of the first les- □ □ 
son and a pledge of some challenging material 

to come? 

12. Is there, immediately after the first submission, □ □ 
a very clear "where do we go from here" road 

map? 

13. Does the text instruct by going from the known □ □ 
to the unknown? 

14. Are all instructions crystal clear? CI □ 



15. Is the English simple? 



□ □ 



16. Is it written at the student's reading level? □ □ 
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A careful application of these principles to a revised first lesson 
for one NHSC school resulted in reducing a 42 percent non-start 
rate to 17 percent. Considering that tuition collection is directly 
related to lesson submission, this application of the checklist was 
both good scholarship and good business. 

Capitalizing on the Good First Lesson 

Assuming we've now managed to achieve the good first lesson, 
we must now follow the first lesson with an aftermath of excel- 
lence. We have found that the characteristics of subsequent les- 
sons should follow these general guidelines: 

1 . Each lesson is just slightly more difficult than the preceding 
lesson, the increase rarely exceeding 10 percent in length. 

2. At a certain point the course attains its standard level of com- 
plexity so that, after a handful of comparatively easy initial 
submissions, the student faces a body of work that is uni- 
formly challenging. 

3. Whenever new terms are used, they are careful explained and 
buttressed by examples. 

4. Although it is a vice in residential teaching, purposeful repeti- 
tion is a virtue in home study, where the best courses repeat, 
rephrase, reiterate, reemphasize, and restate. (Reinforcement 
is hard to overdo in home study.) Hence, a point made in les- 
son 2 might be restated in lessons 3, 7, and 32 with benefit to 
the student. 

5. A certain degree of "comic relief" should be built in by in- 
cluding a bit of humor or a fun project. Home study need not 
be grim. As former President Eisenhower once put it, "You 
can smile, yet still be a serious person." Courses with high 
percent graduation rates frequently smile. 

6. Exam questions are "fair and findable," as one scholar put it. 
No question should be deliberately inserted to separate the 
adults from the children. Nor should any question ever be 
unfindable. 

7. The answer to every examination question should be found in 
either the text or a reasonable inference from the text. At no 
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time, for example, should exam 14 ask a question not covered 
until lesson 19. Exam questions should be in sequence. If 
exam question 12 is based on page 42, question 13 should be 
on page 42 or after, but never before page 42. 

8. Examinations, like lessons, must follow the pattern of mild 
graduation of complexity. They should not, for example, leap 
from 10 true and false questions to eight demanding essay 
questions. 

9. As in starter lessons, the instructions are clear. One home 
study author said this best: "Do not merely write instructions 
that can be understood. Rather, write instructions that cannot 
possibly be misunderstood." 

10. There is a solid review of the past lesson as a foundation for 
the current lesson. 

11. There is a preview of what lies ahead. 

12. Most important of all, every lesson must seem "doable;" each 
lesson and examination must be of such a size and complexity 
that students should feel they can complete it in the very near 
and foreseeable future (e.g., tonight, Saturday, or this week- 
end). Lessons that may take a student several months to com- 
plete, simply, as a matter of home study reality, rarely get 
done. 

13. If there are illustrations or other artwork, they directly sup- 
port the instructional objective. Further, all supportive art 
should truly support. To do this, it is placed near the text it il- 
lustrates. 

14. Lastly, students are supplied with everything they need. They 
should not be asked to scurry about to find paper, staples, or 
crayons. Nothing should require them to get up from their 
desk or table when they sit down to study a well-prepared 
lesson. 

Compiling these formulations into a checklist, we evaluate subse- 
quent lessons by answering these questions: 
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YES NO 

1. Is each of the early lessons slightly harder and □ □ 
longer than the prior lesson, but not more than 

10 percent more challenging? 

2. Is a standard level of complexity attained at a □ □ 
certain point in the course? 

3. Are new terms properly explained? □ □ 

4. Are there adequate reinforcement methods? □ □ 

5. Does the course "smile" occasionally? □ □ 

6. Are test questions fair and findable? □ □ 

7. Are the questions in proper sequence? □ □ 

8. Do tests follow the pattern of graduated com- □ □ 
plexity? 

9. Are instructions absolutely clear? □ □ 

10. Is there an adequate review of prior lessons? □ □ 

11. Is there an inspiring preview of what is coming? □ □ 

12. Is every lesson and every test doable? □ □ 

13. Does artwork support text? □ □ 

14. Is artwork located close to the text it illustrates? □ □ 

15. Are students supplied with everything they □ □ 
need? 



How to Achieve High Graduation Rates 



Let's assume that we now have achieved a first-rate opening les- 
son, followed by lessons that meet most of the characteristics on 
the previous checklist. What can we then do to achieve high 
graduation rates? 
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Although it may sound inane, short courses produce graduates; 
long courses don't. We continue to produce overly long courses 
mainly because of an honest Puritan ethic that instills in most au- 
thors and editors a sincere desire to make each course truly au- 
thentic. Can you have brevity and quality? Yes, and here is how. 

Home study is, after all, independent study. Our problem is that 
we often tend to (1) give students more than they need to know to 
achieve the stated course objective, and (2) over test them to make 
sure they know their material. Once again, both author and editor 
have the highest ethical motivations: "We'll enrich the course so 
it has everything," and "Our examinations will be frequent and so 
hard that the respectability of our diploma will be indisputable." 

However, when we go astray on these tangents, we forget the wis- 
dom of Total Quality Management, which reminds us that our 
students are also our customers. They don't want to know every- 
thing and they don't want to convince everybody. Rather, they 
want to learn enough to get a job or perhaps to satisfy their own 
curiosity about a non-vocational subject. 

If we remember our basic student commitment, our courses, while 
of the finest quality, should be spartan where frills are involved. 
Optional materials may abound for the ambitious student, but 
they should not be forced on the student who wants to learn and 
earn soon. Hence, our courses must constantly satisfy their stated 
objectives and exclude all extraneous items. Our examinations 
should ensure that, before a diploma is issued, students have 
indeed learned enough to meet their stated goals — and no more. 

The result is a checklist with some basic questions by which au- 
thors and editors should measure every lesson and every course: 



YES 



NO 



1. 



Do we have a clearly stated course objective in 
mind as we create this course of instruction? 



□ 



□ 



2. 



Is this lesson material necessary to achieve the 
stated objective? 



□ 



□ 



3. 



Is each examination necessary to demonstrate 
that the student knows enough to attain the 
stated objective? 



□ 



□ 
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YES NO 

4. Are there enrichment and optional materials? □ □ 
(These must be, however, clearly designed as be- 
yond the scope of the stated objectives.) 

5. Is this course truly devoid of busy work projects □ □ 
so that nothing stands in the way of an expedi- 
tious submission of truly necessary examina- 
tions? 

6. Over the long haul, is motivation built into each □ □ 
lesson? 

Application of these guidelines to the manuscripts prepared by 
many accredited schools has resulted in increased completion 
rates. 

What Not to Include — Copyediting the Manuscript 

Copyediting is an essential step in the creation of a good home 
study course. We recommend this separate, close reading of the 
manuscupt to amend the author's vagaries of spelling, capitaliza- 
tion, grammar, and other mechanics of style. The aim of good 
copyediting in the home study context is ensuring accuracy, clar- 
ity, friendliness, and simplicity. A professional copyeditor is the 
best person for this task, and many of them work on a freelance 
basis. In the absence of a copyeditor, someone in a related position 
often does the copyediting. 

The following points guide a closer inspection of the manuscript. 

1. The most obvious and important task is checking for correct 
spelling, grammar, and standard usage. Also verify that refer- 
ences to other parts of the text are accurate, and check the 
sequence of numbers. 

♦ 

2. The principle of keeping the course to the point, not giving 
students anything they don't need or that won't inspire them, 
can also be applied to words and phrases. Purposeful repeti- 
tion for reinforcement is desirable in a home study course. 
Redundancy is not. "Cease and desist" is the classic example 
of redundancy. (These words mean the same thing.) Another 
species of extraneousness is the noun cluster. Three or more 
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nouns used to represent one idea give a text a consistency and 
appeal not unlike lumpy oatmeal. "Needs assessment analy- 
sis" may not be redundant, but for the average reader, "needs 
assessment" gets the same idea across more simply. "Assess- 
ment of needs" is even simpler and friendly. 

3. Some authors have favorite words and use them when they re- 
ally aren't appropriate. We won't deny an author his or her 
own vocabulary; that's a part of writing style. But, if a pet 
word is used incorrectly or superfluously, editing is indicated. 
Some authors write as they speak and pepper their writing 
with words such as "furthermore" and "as a matter of fact." 
These phrases are useful in moderation; be on guard to their 
frequency. 

4. Choose one way of naming a thing and use it throughout the 
course. In most contexts, "microcomputer" and "personal 
computer" are synonymous. Using the terms interchangeably 
may confuse readers less certain of their meaning. 

5. In manuscripts written by specialists, beware of using a tone 
that might be unfriendly to the student. Since home study stu- 
dents study independently, the text is their study companion. 
It would be unfortunate to work with a text that had an air of 
moral superiority or stuffy intellectualism. 

6. Consider the diversity of your students, their age, sex, 
ethnicity, and beliefs. The text should be neutral and not of- 
fend. Use gender-inclusive language when possible. While 
older persons may not be offended by the presumption that 
"he" includes women, younger persons often are. 

7. A detached, uninteresting text is usually written in the third 
person. "Students should answer the following questions be- 
fore proceeding to the next section." A friendlier way of saying 
this is, "You should answer the following questions before 
proceeding to the next section." Speak to the reader directly. 
He or she is listening! 

8. You've heard this one many times before: write with active 
verbs. Passive verbs are necessary and even desirable in some 
circumstances. But active verbs are more interesting and add a 
human element. 
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Conclusion 



The following checklist summarizes these major copyediting 
targets (this is not an exhaustive list): 

YES NO 

1. Has the course been copyedited with an ear to q q 
common grammatical pitfalls (e.g., subject-verb 
agreement, dangling or misplaced modifiers, un- 
clear antecedents)? 

2. Have redundancies been eliminated? ^ ^ 

3. Has overuse of an author's pet word or phrase □ □ 
been eliminated? 

4. Are terms referred to consistently? □ □ 

5. Is the tone friendly? □ □ 

6. Is the tone of the course neutral and respectful of □ □ 
the diversity of students? 

7. Is the text written in the second or third person? □ □ 

8. Are the verbs active or passive? □ □ 



While there may very well be manuscripts that do not conform 
with all of the points raised in the checklists presented above, any 
manuscript that has been edited to conform with these checklists 
will not go too far astray from meeting the demands of the home 
study student in a highly satisfactory form. 

As one diplomat has commented, "War is too important to be left 
to generals." By the same token, home study education manu- 
scripts are far too important to be left to writers. When the manu- 
script comes to the home study school, it is one of the cardinal 
duties of the Educational Director and his or her editorial associ- 
ates to take the raw material, which may well be substantially 
sound, and convert it into home study material that will reflect fa- 
vorably on the school, the profession, and the method of instruc- 
tion. Most important of all, the material must bring the maximum 
possible benefit to the home study student. 
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The above manuscript checklists can work well in either for-profit 
or not-for-profit institutions. This is perhaps because they embody 
a type of curricular Golden Rule: "Write unto others as you would 
have them write unto you." 



The following pages contain a Course Development Plan which was 
developed by Dr. Charles Marshall at The Hadley School for the Blind. 



#* 95 
ERIC 



Total Quality Manuscripts 



Appendix 



Course Development Plan 



Tentative Course Title: . 
Director: 



Associates: 



Long Range Plan Reference: . 



Due Date 



B. 



I, Needs Assessment/Priority 

A. Determine, define and document need 
Define the resultant consumer 

1. Size of population 

2. Reading level (education) 

3. Preferred media 

4. General demographics: 

a. age 

b. gender 

c. location 

d. agency relations 

Establish priority 



II. Budgeting and Approval 

A. Determine budgetary viability (cost benefit) 

1. Is a grant needed or available? 

2. What is in-house cost estimate? 

3. Apply NHSC budget checklist 

B. Secure Board approval, if needed 

1 . Prepare a summary for Board 

2. If approved, note in minutes 



III, Third Party Approval 

A. Are we in conformity with accrediting standards? 

B. Is any accrediting body approval needed? 

1. Prepare summary 

2. Make inquiry 

3. File reply, approval 

C. Is any other agency approval and guidance needed? 

D. Secure publisher permission . _ 
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Due Date 



IV. Prepare General Learning Objectives 

A. Review panel recommendations 

B. Prepare learning objectives 

C. Determine especially if course will be: 

1. Home study . , 

2. Self-application 

3. Self study 

4. A blend 

V. Textbook or Author Decision 

A. Determine if existing texts in appropriate 

media meet objectives 

B. If a text is not available, select text for 

adaptability to blind 

VI. Author Search/Contract 

A. Select author based upon 

1. Credentials/ reputation 

2. Prior track record (samples of writing) 

3. Has the time and health 

4. Is willing to contract _ 

B. Execute author for hire contract 

1. Time schedule 

2. Compensation 

3. Releases 

4. Specific instruction 

5. Stated objective . . 

6. Commitment to follow guide , 

C. Monthly telephone follow-up author contact 

VII. Preparing the Outline 

A. Authors outline submitted (includes refined chapter level objectives) 

B. Outline review, adjustment and approval 

C. Third party review of outline 
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Due Date 

VIII. Samples First Lesson and Test 

A. Review sample lesson 

1. Apply at least one level test from among 

a. Flesch 

b. Dale-Chall 

c. Fog Index 

d. Forcast 

2. Conformity to objectives 

3. Determine test match to objectives 

4. Third party sample reviewer 

IX. Text Creation 

A. Author submits first one-half 

B. Upon approval, completes second half 

X. Editing the Text 

A. Determine home study, self-study, or self application 

B. Apply the 37 point checklist of NHSC Course Creation Manual 

C. Edit with special attentiveness to media adjustments 

XI. Independent Review 

A. Project leader and/or committee review 

B. If original text, at least two reviewers 

C If study guide, at least one reviewer 

D. When appropriate, review by present or former students 

E. Where appropriate, review by affiliate 

XII. Creation of the Pilot Group 

A. Select pilot group teacher 

B. Determine size and scope of pilot group 

C. Prepare response survey format 

D. Analyze results of pilot group 
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Due Date 

XIII. Preparation of First Edition 

A. Integrate results of pilot group 

B. Perform second editing 

C. Prepare a limited number of first edition texts 

1. Braille 

. 2. Audio 

3. Large print 

D. Strive to create media for simultaneous delivery 

E. Submit first edition for Accrediting Commission approval 

F. Determine packaging 

1 . Number, sequence and nature of packages 

2. Attractiveness 

3. Postal security . 

4. Modular for better updating 

XIV. Marketing the First Edition 

A. Prepare newsletter announcement 

B. Notify affiliates 

C Notify relevant agencies 

D. Prepare catalog, brochure information 

E. Prepare 1-2 page summary . 

F. Add catalog announcements 

XV. Monitoring and Revising the First Edition 

A. By EDP, measure at 6, 12, and 18 months 

1. Starting rates 

2. Completion rates 

3. Graduation lates 

B. Review graduate course survey forms . _.. „ 

C. Review teachers regarding communications 

D. Integrate Accrediting Commission reviewers' suggestions 

E. Prepare text for final edition . 
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Introduction 



Managing Text Readability 

by 

H. Lee Hughes 

Director of Education and Operations 
Marine Corps Institute 



A former Marine Corps officer, Lee joined the U.S. Marine Corps Insti- 
tute in Washington, D.C. in 1962. He is a member of the NHSC Re- 
search and Educational Standards Committee, and served as Chairman 
of the Committee for several years. 

A recipient of the NHSC Distinguished Service Award in 1984, Lee has 
given sessions at various NHSC Workshops and Conferences over the 
years. He has also served on more than 20 Accrediting Commission 
evaluation teams. Acknowledged as one of the leading Directors of Edu- 
cation in NHSC with more than three decades of experience, Lee is al- 
ways willing to share his wealth of knowledge about home study. 



An essential skill required of home study educators is the ability 
to do reading level checks of all course material submitted for stu- 
dent use. Too often, ignoring the reading level of a course, or mis- 
matching a target student audience with an inappropriate reading 
level in texts, has led to student frustration and excessively high 
course drops outs. Here, we will look at four reading level formu- 
las. 

With the following words, the late James E. Allen, U.S. Commis- 
sioner of Education, launched a campaign against the blight of il- 
literacy which, paradoxically, thrives within the most highly 
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educated and technologically advanced civilization :n the world. 
One man writes of his walk among the craters of the moon; an- 
other of his countrymen is unable to read about it! 

Imagine, if you can, what your life would 
be like if you could not read or if your read- 
ing skills were so meager as to limit you to 
the simplest of writings, and if for you the 
door to the whole world of knowledge and 
inspiration available through the printed 
word had never opened. 

For more than a quarter of our population 
this is true. For them education, in a very 
important way, has been a failure, and they 
stand as a reproach to all of us who hold in 
our hands the shaping of the opportunity 
for education. 

These individuals have been denied a 
right — a right as fundamental as the right 
to life, liberty and the pursuit of happi- 
ness — the right to read} 

Role of Education Director 

This is the setting in which Educational Directors exercise their 
skills. They seek to teach students by the written word, when a 
great portion of their target population either cannot read or has a 
difficult time reading. At the same time, they are producing excel- 
lent course materials which have been written by highly qualified 
subject matter experts. These experts, who are writing about their 
areas of knowledge, tend to write at the level of their own profi- 
ciency. Many of the basic concepts are taken for granted or con- 
sidered to be common knowledge, when in fact they may be 
mind-boggling to a beginner and even worse to a beginner who 
has a reading problem. It is a difficult task for a writer with an ad- 
vanced degree of knowledge in a particular subject area to write 
about that subject at the elementary school level that may be re- 
quired. It is also difficult to tell someone how to write so that the 
material can be read and understood by a particular target popu- 
lation. 

1 Thomas Sticht,ed., Reading for Working: A Functional Literacy Anthology , 
Human Resources Research Organization, Alexandria, Virginia, 1975. 
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Why Check Course Readability Levels? 

When writing for students with low reading levels, simply using 
short words and short sentences does not assure readability. Be- 
cause most reading level formulas use sentence length and num- 
ber of syllables as key factors in the determination of the 
numerical grade level, obviously the smaller numbers derived 
from short sentences and short words will produce a low grade 
level. However, all occupations have their own language or vo- 
cabulary that is usually readily understood by persons in the oc- 
cupational field. Much of the vocabulary may be three-syllable 
words which are common terminology and may be more easily 
identified and understood than a contrived sentence designed to 
eliminate polysyllabic words. An example of this is in the automo- 
tive field where words such as "transmission" and "differential" 
are common to any mechanic, but because of the number of syl- 
lables, such terms greatly inflate the computed reading level of 
the written material which contain these words. 

Clearly there exists a general problem of matching course materi- 
als to average reading grade levels of students. The materials 
should be as basic as possible to appeal to the average student, 
but not so over-simplified that the students are insulted by the 
feeling that you are "talking down to them." The comic book ap- 
proach, for example, does not appeal to everyone, especially when 
used for instructional purposes. 

It appears that the "best" method of writing to a particular grade 
level is to have the authors periodically test samples of the course 
materials as they are being written with a reliable reading grade 
level formula. A review of the literature shows the existence of 
more than 50 formulas for determining reading grade level. They 
range from the sublime to the ridiculous in their ease of use 
(based primarily on the mathematical rigor or counting proce- 
dures involved). Many of the formulas have high reliability when 
compared to others. 

The problem of selecting the best formula for your situation then 
becomes a matter of personal preference. For whatever reason you 
select a formula, stick with it and rely on it as an indicator. Do not 
regard it as the sole judge of readability and don't skip from for- 
mula to formula just to find something to validate your opinion of 
the readability of your instructional materials. 
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In the past, some schools had refused to use a reading level for- 
mula. They dismissed reading difficulty or the assessment of read- 
ing levels as not being a problem. They stated that they intuitively 
knew that their courses were matched to the reading levels of 
their intended students. Although this may be true, it is a cavalier 
attitude that is difficult to substantiate if one analyzes today's 
completion and graduation rates. Readability of materials may be 
a reason for low graduation rates in courses. 

With this in mind, the Accrediting Commission of the National 
Home Study Council requires that a school do a readability check 
for all of their course materials. Question 20 in the '" Guide to Self- 
Evaluation" states: 

Provide results of the most recent readability tests or 
checks of courses and describe how tests were conducted. 
How does the institution assure that the reading level of 
instructional material is keyed to the reading competence 
of the average enrollee? Please include results of any 
analysis which demonstrates that students who possess 
only minimum admission requirements are able to com- 
prehend the material (excerpt from page 57 of "Home 
Study School Accreditation: Policies, Procedures and 
Standards," June 1992). 

Reading Level Formulas 

As we already mentioned, there are several reading level formu- 
las. The four most popular are: 

• Flesch Reading Ease Score 

• Dale-Civil Formula 

• Gunning's Fog Index 

• Forcast 

Each formula has its advantages and disadvantages. Make some 
comparisons and then select one that is suitable for your situation. 

Today, most readability formulas are computed by using software 
programs which run on PC's. Here we will briefly explain how 
the formulas work. 
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• Flesch Reading Ease Score 

Rudolf Flesch is no stranger to correspondence study. A one-time 
member of the Famous Writers School guiding faculty, he also as- 
sisted the Federal Trade Commission in making its ill-fated trade 
school rule more readable to prospective students. Together with 
Gunning Fog's Index, the Flesch score is perhaps one of the most 
popular checks on readability. 

The Flesch score involves a formula and a table which is provided 
below. The formula is: Reading ease score = 206.835 - [1.015 (aver- 
age sentence length) + .846 (syllables per 100 words)]. 

To use the formula, you first select a passage and count 100 
words. Next, divide the 100 words by the number of sentences 
comprising these 100 words. Insert this figure in the formula as 
the "average sentence length." Next, count the number of syl- 
lables (as spoken) in the 100 words. Insert the result in the for- 
mula. By performing the mathematics involved in the formula 
you will obtain the reading ease score. The grade level for the pas- 
sage is obtained by referring to the following table: 



Flesch Reading Ease Score Table 

Score Interpretation Grade Level 

90-100 Very Easy 

80-89 Easy 

70-79 Fairly Easy 

60-69 Standard 

50-59 Fairly Difficult 

30-49 Difficult 

0-29 Very Difficult 



5 
6 
7 

8-9 
10-12 
13-16 
College Graduate 
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* Dale-Chall Formula 

The next formula is the Dale-Chall formula. In order to use it you 
must consult the Dale List of 3000 Familiar Words, available in most 
texts on readability. The formula is: 

Raw score = .1579 x 1 + .0496 x 2 + 3.6365 

x 1 = Percent of words not on Dale List of 3000 Familiar Words 
x 2 = Mean sentence length in words. 

The first step is to count 100 words like you did for the Flesch for- 
mula. The next step is to determine how many of the 100 words 
are not on the Dale list. Proper names are not counted. 

Let's say in the 100 words we are reviewing, there are 18 words 
that are not on the Dale list and the average (mean) sentence 
length is 33.3 words. Insert these figures in the formula and com- 
pute: 



Reference the raw score to the following table and you will see 
that the raw score of 8.1305 is equivalent to an ll-12th grade read- 
ing level. 



Raw score 



= .1579x^.0496 x 2 + 3.6365 
= .1579 (18) + .0496 (33.3) + 3.6365 
= 2.842 + 1.652 + 3.6365 
= 8.1305 



Raw Score Table for Dale-Chall Formula 



Formula Raw Score 



Corrected Grade-Levels 



4.9 and below 



6.0 to 6.9 



5.0 to 5.9 



7.0 to 7.9 



9.0 to 9.9 



8.0 to 8.9 



10,0 and above 



4th grade and below 
5-eth grade 
7-8 grade 
9-10 grade 
11 -12th grade 
13-15 grade (college) 
16 + (college graduate) 



98 



ERIC 



Managing Text Readability 



• Gunning's Fog Index 

Again, using a sample paragraph of 100 words, use the following 
steps: 

1. Assign a value of one to all one- and two-syllable words. 

2. Assign a value of three to all remaining words. 

3. Determine Fog count by adding the values. 

4. Divide the Fog count by the number of sentences. 

5. If the average Fog count is over 20, divide by 2 to obtain grade 
level. 

6. If the average Fog count is under 20, subtract 2 and then di- 
vide by 2 to obtain grade level. 

• Forcast 

Another formula that may be used to determine reading grade 
level is called Forcast. It is an acronym of the names of the three 
men who devised the formula. Forcast was developed primarily 
for use with military, technical publications, but has applicability 
to other technical material. It takes into account the use of polysyl- 
labic words that are known to the reader because of their use in 
the reader's occupation. It is an exceptionally rapid means of de- 
termining reading grade level if it is applicable to your school's 
materials. 

Reading grade level = 20 - [# of one-syllable words in 150] 

10 

Again using a sample paragraph of 100 words, let's say there are 
97 one-syllable words. Insert that figure in the formula and com- 
pute the grade level. 

Reading grade level = 20 - 97 

10 

= 10-9.7 
= 10.3 

This is between the 10th and 11th grade which equates to the 
scores of the Flesch and Dale-Chall formulas. 
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As you can see from the four formulas above, the length of sen- 
tences and the number of syllables are the key determinants of 
reading grade level when you are using a formula. Theoretically 
then, short sentences and words should produce a low reading 
grade level. 

Computerized Readability Formulas 

Although computerized readability programs have been used 
since the 1970s, it is only in the past couple of years that they have 
been available for PC's. They are quite affordable today. 

There are several sophisticated programs available that provide 
an array of features, readability measures being just one. For ex- 
ample, Grammatik 5 boasts "a completely new grammar checking 
technology based on the linguistic science of morphology/' 
Grammatik 5 contains 13 features designed to improve writing 
and communicate more effectively. 

Grammatik 5 spelling checker contains more than 100,000 words. 
The program computes three readability formulas: The Flesch 
Reading Ease Score, Gunning's Fog Index, and the Flesch-Kincaid 
Grade Level. 

Another program, called Correct Grammar, doesn't state which 
formulas it uses, but it "lets you know if a sentence is too difficult 
for your audience." 

RightWriter also does not indicate the formulas used, but "you 
have the power to customize your editing and evaluate your 
documents for readability and strength." (see Appendix). 

Professional Write 2.2 computes readability using a bundled 
Grammatik 4 package (the older version of Grammatik). 

Write Now includes Grammatik MAC and, as in the other pro- 
grams mentioned, has the readability formula embedded in the 
program with additional software features designed to improve 
writing. 

The level of sophistication of all of this software and the apparent 
ease of use are impressive. However, the same caution applies 
here as with manually derived readability indices. Uncritical 
acceptance of any readability scores should be avoided. 
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Conclusion 

Formulas are not infallible measures for testing reading difficulty, 
and they should never be permitted to take the place of your pro- 
fessional judgment. However, using a formula to aid in making a 
judgment is a more valid method of determining reading grade 
level than relying solely on intuition. Dismissing the use of the 
formulas without experimenting with them to get a feel for their 
applicability to your course materials is tantamount to ignoring a 
national problem. Everyone does not read at the same rate or at 
the same grade level. Your students deserve to be able to read 
what they are buying from you. 



101 

108 



Chapter Seven— Home Study Course Development Handbook 



Appendix 



Summary 

RightWriter analyzed the document D:\wp51\docs\writers.wp 
using the style file c:\dos\right\general.rwt. This style file is for 
general business writing. The document was produced by 
WordPerfect (5.0 or later). 



Readability Index: 7.44 
4th 6th 



8th 



| ***** | ***** I ***** I ** 



Simple 



-- Good 



10th 12th 14th 

■ ! Complex 



Readers need a 7th grade level of education. 
Flesch Index: 64.94 
Fog Index: 9.68 

Number of Words within Sentences: 313 

Average Number of Syllables/Word: 1.52 

Average Number of Words /Sentence: 13.04 

Use of Shall: 0 

Use of Must: 0 

Use of Can: 0 

Use of May: 0 



Strength Index: 0.68 
0.0 



0.5 



J ***** i ***** r ***** t ***** r ***** r *** 

Weak 

You can make the writing more direct by using: 

- shorter sentences 

- fewer weak phrases 



1.0 



Strong 



Descriptive Index: 0.70 
0.0 



0.5 



! **** • **** ' **** ' **** i **** t **** i **** 
1 ' 1 t t t i 

Terse ! Normal 



1.0 
Wordy 



Jargon Index: 0.00 

Sentence Structure Recommendations: 

14. No Recommendations 
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Writing Examinations 

by 

Adelaide K. Cherry, Ph.D. 
Chief of Educational Technology 
Air University of the U.S. Air Force 



The Author Dr. Cherty received her Bachelor of Science degree in 1970, a Master of 

Arts in history in 1974, and a Ph.D. in Administration and Higher 
Education in 1977, all from the University of Alabama. She joined the 
Federal Civil Service as an education specialist at the Extension Course 
Institute (ECI) writing text and tests for the Air Force's correspondence 
education program. In addition, she directed and instructed in the ECI 
course for authors. In 1991, she assumed her present position at Air 
University Headquarters. 

Dr. Cherry has lectured and conducted workshops and training seminars 
in management, test development, and educational technology, includ- 
ing presentations at NHSC Workshops. 

Introduction 

Most people look at a test as little more than a device for measur- 
ing student knowledge. Test constructors, however, must look at 
testing in several ways. Not only must a test accurately measure 
student mastery of learning objectives and reinforce learning, it 
must give feedback on overall student progress and gauge the ef- 
fectiveness of course materials. For those of us in distance educa- 
tion, testing is serious business! 

This chapter presents basic test construction principles. It ad- 
dresses considerations for selecting the type of test item to use, the 
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relative advantages and disadvantages of multiple choice and es- 
say items, and general suggestions for writing each type. Finally, 
it concludes with comments about the potential for electronic test- 
ing in distance education/home study. 

Characteristics of Evaluation 

When developing a test, you should first consider the five charac- 
teristics of evaluation: validity, reliability, objectivity, comprehen- 
siveness and usability. Careful consideration of these 
characteristics will help you determine the type of test items to 
use. 

• Validity is the degree to which a test actually measures the 
learning objectives. A valid test measures mastery of essential in- 
formation and indicates that students are learning what they are 
supposed to learn. 

Before you write a single test item, you must decide which topics 
are the important ones to be tested. Take a good look at the pur- 
pose of instruction, proficiency codes, learning objectives, or be- 
havioral objectives developed for the course. Formulate test 
questions for a new course at the same time the objectives are 
written. For existing text, let the objectives be your guide for writ- 
ing new test items. 

You should test only the important topics, deciding which aspects 
of each topic to emphasize and determining the level of learning 
to be measured. In doing this, you lay the groundwork for the 
construction of a valid examination. Here are some examples of 
learning objectives and corresponding multiple-choice and essay 
test items. Notice how the language of the objective is sometimes 
used in the question to help ensure validity. 

Examples: 

Obj: Identify basic facts and terms (about the subject). 

Item: What is the technical definition of the term "produc- 
tion"? 

a. Any natural process producing food or other raw 
materials. 

b. The creation of economic values. 
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c. The manufacture of finished products. 

d. The operation of a profit-making enterprise. 

Obj: Analyze facts and principles and draw conclusions 
(about the subject). 

Item: A piece of lead suspended from one arm of a beam 
balance is balanced with a piece of wood suspended 
from the other arm. Why is the balance lost if the 
system is placed in a vacuum? 

a. The mass of the wood exceeds the mass of the lead. 

b. The air exerts a greater buoyant force on the lead 
than on the wood. 

c. The attraction of gravity is greater for the lead than 
for the wood. 

d. The wood displaces more air than the lead. 

Obj: Convert binary and decimal numbers. 
Item: What is the binary equivalent of 634(10)? 

a. 1110001011. 

b. 1000111010. 

c. 1100111010. 

d. 1001111010. 



Obj: Summarize the importance of a sound code of ethics for 
a military professional. 

Item: In 100 words or less, explain why a sound code of ethics 
is important for a military professional. This question is 
worth 20 points. It will be scored on content only and 
partial credit will be given. You may use examples from 
course materials or other examples to support your 
answer. 



Obj: Apply principles learned to new situations. 

Item: If the radius of the earth were increased by 3 feet, its 
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circumference at the equator would be increased by 
about how much? 

a. 9 feet. 

b. 12 feet. 

c. 19 feet. 

d. 28 feet. 

• Reliability, Another characteristic of a good test is reliability. 
This term refers to how consistently a test yields the same result. 
Low reliability means the test cannot be depended upon to show 
the same result about the same kind of student each time it is used. 

Reliability is determined over time. You must use and score a test 
several times before reliability can be interpreted. Some items lend 
themselves well to statistical analysis, and reliability can be mea- 
sured for those types rather easily. 

Some tests — multiple choice, matching, and true-false — usually re- 
quire less time for the student to complete than others. This makes 
it possible to include a large number of items on an objective ex- 
amination. The greater the number of items on an exam, the wider 
the sampling of the text content, and the greater the reliability of 
your examination as a whole. 

• Objectivity is achieved when you do not introduce personal bias 
into the questions or the score. It means that a student receives the 
same mental picture from reading a test question as you did when 
writing it. Also, the scoring of the objective examination is free of 
the scorer's bias so there is no doubt about the correctness of a par- 
ticular answer. 

In an objective exam, the standards of scoring are perfectly clear. 
The standards for a subjective examination, on the other hand, are 
not always clear. This does not mean that objective examinations 
are definitely superior to subjective examinations, but objective 
questions do have advantages which make them especially effi- 
cient in certain circumstances. You can develop procedures (dis- 
cussed in a later section of this chapter) to improve the objectivity 
of your essay tests. Whether or not you use an essay item on your 
test should depend on the purpose and objectives of the course. 

• Comprehensiveness is the test characteristic that requires a lib- 
eral sampling of whatever is being measured. For example, sup- 
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pose the owner of a grain elevator wants to evaluate a carload of 
wheat. To make sure that all of the wheat is healthy, the owner 
would examine several test tubes of wheat from different loca- 
tions and levels throughout the carload. If he examined only the 
wheat on the top, he could get an unrepresentative sample. 

Likewise, your test must include a representative and comprehen- 
sive sample of the applicable objectives. It should sample liberally 
a student's ability to state facts, apply principles, and analyze in- 
formation if the objectives indicate he must do so. 

A well-constructed essay item can be comprehensive in nature. 
One item can require a response that synthesizes several objec- 
tives and incorporates various levels of learning. If you use an- 
other type of question, a larger number of items is required to 
achieve comprehensive coverage of content and objectives. 

• Usability. A usable test is easy to develop, administer, score, 
and interpret. It is also easy for the student to read and under- 
stand. Selection items — multiple-choice, true-false, and match- 
ing — are all easy to score, and easy to analyze statistically and 
interpret. The multiple-choice item, however, is difficult to con- 
struct. The essay item is relatively easy to construct, but harder to 
score and analyze. 

Sometimes to be usable, an item must be flexible. Flexibility 
means the item is capable of measuring a broad range of skills. If 
you are required to measure objectives in the affective domain 
(the attitude and beliefs of the student are important), or assess in- 
dividual abilities such as writing skills, communication skills, and 
organizational skills, you will want to use an essay item. 

Multiple-Choice Testing 

Based on the five characteristics listed above, there are several ad- 
vantages to multiple-choice testing. Well-constructed multiple- 
choice questions can test almost any subject. If constructed 
properly, the multiple-choice item can measure most of the impor- 
tant educational results, including knowledge, understanding, or 
judgement. Almost any ability or understanding that can be mea- 
sured by another form of examination item, whether objective or 
subjective, can be measured by multiple-choice items. 

A multiple-choice item, furthermore, is less vulnerable to chance 
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errors from student guessing than are other forms of objective 
items, such as matching or true-false. It is statistically superior to 
other objective types and to subjective items in measuring educa- 
tional achievement. Reliability can be easily established. 

Suggestions for Preparing Multiple-Choice Items 

A multiple-choice item has two parts: 1) an item stem that asks a 
question, gives a direction, or gives an incomplete statement; and 
2) a number of alternatives from which the student selects the 
correct response. Alternatives which are not correct are referred to 
as distracters. First, let's look at principles for writing the item 
stem. 

Item Stem: 

1. Use a verb in the stem to assure a central thought. Include all 
information necessary for the student to understand the intent 
of the item. Here is an example of a poor item stem. It is un- 
clear from reading the stem, as well as the alternatives, 
whether the intent is for the student to define the term or state 
its functions. 

Original Item: 

A performance standard — 

a. defines the job task. 

b. determines a strong work objective. 

c. is used to develop a flexible work plan. 

d. defines the quality and quantity of work needed to 
meet realistic goals. 

Improved Item: 

What is a performance standard? 

a. A statement of job tasks. 

b. A strong work objective. 

c. A flexible work plan developed to meet work 
objectives. 

d. A statement of the quality and quantity of work 
needed to meet objectives. 
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2. Make sure the item stem can stand alone out of context. For 
example, if a student has studied about several pieces of 
equipment, you must clearly indicate in the stem which piece 
of equipment is the subject of the item. Also, you must state all 
pertinent information about the problem. Notice how the stem 
in this example was improved by adding specificity. 

Original Item Stem: 

What change occurs in the composition of the air in a 
room in which green plants are growing? 

Improved Item Stem: 

What change occurs in the composition of the air in a 
lighted room in which the only living things are grow- 
ing plants? 

3. Use language that is direct, simple, and free of ambiguity. Do 
not make an item a test of reading ability. Use the active voice 
where possible (at least, often). Avoid use of contractions. 
Here is an example of how a needlessly complex item stem can 
be improved. 

Original Item Stem: 

A functional grouping of closely related personnel 
positions on the basis of similarity of education, 
training experience, and other abilities required to 
perform them is referred to as 

Improved Item Stem: 

A grouping of tasks that require similar qualifications of 
the people who do the tasks is known as 

4. Emphasize (italicize, boldface or capitalize) key words in the 
stem. Use negatives sparingly, but always emphasize negative 
terms used in the stem. If you ask for an evaluation in the stem 
of an item (i.e., "best", or "most"), be sure that you are indeed 
requiring the student to identify the "best" or the "most" of 
several options, rather than to distinguish between the correct 
and the incorrect. 
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Example: 

A student's ability to organize material is BEST 
measured by using which type of written test? 

5. Avoid using clue words in the stem that give away the answer. 
If there is a similarity between the stem and the correct answer 
in wording, phraseology, or grammatical construction, and if 
this similarity is not maintained between the stem and other 
options, the student can respond on the basis of the clue alone. 
Also, avoid the tendency to use "textbookish" wording in the 
correct answer if you do not also use such wording in the 
other options. In the following example, the clue words are 
obvious and the answer is a "give away." 

Example: 

When the manufacturer laminates a layer of rubber to 
cotton duck, it is called 

a. fire retardant. 
* b. rubberized duck. 

c. mildew resistant. 

d. damage resistant. 

6. Place common wording in the stem. It is less confusing for the 
student and makes the item easier to read and interpret. 

Original Item: 

The same job control number is used for every action taken 
EXCEPT when the actions 

a. involve different workcenters. 

b. involve different discrepancies. 

c. involve different times. 

d. involve different places. 

Improved Item: 

The same job control number is used for every action taken 
EXCEPT when the actions involve different 

a. workcenters. 

b. discrepancies. 
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c. times. 

d. places. 

The Alternatives: 

7. Make options parallel in category, structure, and length. 
Avoid any tendency to make fhe correct answer longer than 
the distracters. Write the distracters with as much care and 
precision as the correct answer so that all alternatives are 
equally attractive to a student who guesses. Notice how the 
wording was changed in the improved item to make the cor- 
rect response consistent with the distracters. 

Original Item: 

Some cases of lung cancer have been attributed to smoking. 
What was the status of this theory in 1953? 

a. The theory had been clearly established by medical 
evidence. 

* b. It was a controversial matter and some experts 

considered the evidence to be inconclusive. 

c. The theory had been clearly disproved by surveys of 
smokers. 

d. The theory was such a recent dev elopment that no 
tests of it had been developed. 

Improved Item: 

Some cases of lung cancer have been attributed to smoking. 
What was the status of this theory in 1953? 

a. It had been clearly established by medical evidence. 

b. It had been clearly disproved by surveys of smokers. 

* c. It was controversial and the evidence inconclusive, 
d. It was so recent that no tests of it had been 

developed. 

8. Make sure each option fits the stem grammatically. If you use 
a plural verb in the stem, make sure all of the options are plu- 
ral. Also, be sure you use correct punctuation. The use of the 
article "an" in this example gives away the correct answer. 
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Original Item: 

If your developer solution is too high (strong), you 
should add an 

a. potassium compound. 

b. sodium solution. 

* c. acid solution. 

d. sulfate solution. 

Improved Item: 

If your developer solution is too high (strong), add 

a. potassium compound. 

b. sodium solution. 

* c. acid solution, 
d. sulfate solution. 

9. Use plausible alternatives. Make sure the distracters are strong 
enough to attract the misinformed and the careless, rather than 
being just a random set of irrelevant responses. One way of ob- 
taining plausible distracters is to use statements which are true 
but do not meet the requirements of the stated problem. This 
technique is used in the following example in which both a 
and b are true statements but do not answer the question. 

Example: 

What is the principal advantage of a battery of lead 
storage cells over a battery of dry cells for automobile 
starting and lighting? 

a. The storage cell furnishes direct current. 

b. The voltage of the storage cell is higher. 

c. The initial cost of the storage cell is less. 

* d. The current from the storage cell is stronger. 

The distracters in the following example are absurd, and the 
item is a "give away." 

Example: 

Although you are given the authority to wear the Security 



112 



Writing Examinations 



Badge, you must NOT 

* a. abuse the authority. 

b. take off the badge. 

c. clean the badge. 

d. wear the badge in formation. 

10. Provide one clearly correct answer. Many items have been de- 
leted from exams because they had more than one correct an- 
swer. The answer must be supported by the learning materials 
but, regardless of what the text supports, an item must have 
only one correct answer in reality. Notice how the following 
distracters could be correct for some students. 

Example: 

The plan for your weight program should include 

a. an increase in caloric intake. 

b. a decrease in caloric intake. 

* c. a diet in balance with energy expended. 

d. daily weightlifting for all major muscle groups. 

11. Arrange numbers in ascending or descending order. Students 
expect answers to be in their logical place sequentially. Also, 
when students guess on these type questions, they tend to se- 
lect "in-between" alternatives. 

Original Item: 

What number is w if w + 12 = 30? 

a. 28. 
*b. 18. 

c. 42. 

d. 12. 

Improved Item: 

What number is w if w + 1 2 = 30? 

* a. 18. 

b. 20. 

c. 28. 

d. 42. 
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Essay Testing 



12. Avoid catch-all options (all of the above, none of the above, 
both a and b). These tend to be the correct answer and are usu- 
ally "give aways." 

13. Avoid absolutes in the options, for example, "always," "ev- 
ery," "all," "never," etc. Items should test something more so- 
phisticated than a student's ability to recognize that 
statements are seldom universally true. Avoid hedgers, like 
"usually" and "sometimes;" they may give away the correct 
answer. 

14. Make sure that the correct response is supported by the course 
materials. Students should not be held accountable for infor- 
mation learned outside the scope of the course, unless it is 
prerequisite knowledge. 



An essay is an item that presents a task to which the student is ex- 
pected to write a literary composition of at least one paragraph, 
but normally not more than several pages. It is clear that essay 
testing has certain advantages when considering the characteris- 
tics of evaluation. Essay questions can be comprehensive and flex- 
ible enough to measure a broad range of abilities. They are 
extremely effective for measuring comprehension and application 
skills, as well as intellectual and affective objectives. Essay items 
are difficult to score and often lack objectivity. Because problems 
related to objectivity can be minimized, this type item is becoming 
more widely used in distance education. 

Unlike the multiple-choice item, essay items are very effective for 
evaluating a student's ability to: 

• Produce, organize, and express ideas. 

• Integrate learnings from different areas. 

• Compare/contrast ideas. 

• Discuss cause/effect ideas. 

• Outline, summarize, or describe concepts. 

• Apply principles to situations. 

• Analyze or evaluate concepts. 

• Create new ideas or approaches. 
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Suggestions for Preparing Essay Questions 

1. Use essay items to measure achievement at the comprehension 
level or higher. 

2. Use language that is clear to all students. 

3. Increase the number of items and decrease the amount of dis- 
cussion required for each. 

4. State a time limit or limit the number of words in the answer. 

5. Explain the scoring process — partial credit and percent of total 
score. 

6. Avoid making the answer to the one item the basis for a sec- 
ond item. 

7. Tell whether grammar, organization, neatness, or spelling af- 
fect the score. 

8. Arrange questions in a logical order. 

The following example shows how an essay question can be de- 
signed to measure more than one affective objective. The test 
question gives the student all of the required parameters for an- 
swering the question. Also, the student knows how the item will 
be graded. 

Example: 

Obj: Summarize the pros and cons of a professional reading 
program for employees. 

Obj: Value a regular program of professional reading. 

Item: In 500 words or less, present arguments to support your 
views concerning the desirability or non-dc lability of 
a professional reading program. In your ans\ r er, 
address the pros and cons of a professional reading 
program from the standpoint of both the employee and 
management. This question is worth 20 points; five 
points will be based on the strength of your arguments 
in justifying your position. Fifteen points will be given 
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for accurately summarizing the pros and cons presented 
in the course materials. Partial credit will be given. This 
question will be graded on content only. 

Scoring Essay Examinations 

There are several things you can do to limit bias in grading essay 
exams. These procedures will help ensure a valid test and an ob- 
jective scoring process. 

1. Prepare a test item descriptor which clearly relates the test 
item to the objectives being tested. 

2. Prepare a key in advance showing what points should be cov- 
ered in the answer. 

3. Read all answers to one question before going to the next. 

4. Grade the papers as anonymously as possible. In other words, 
it is best if you cannot identify the student while grading the 
essay. 

5. Write comments and correct errors. This can be important 
feedback for the student. 

6. Try to score all the responses to an item without interruption. 

7. If possible, have the papers read by two independent readers. 

Here is an example of an item descriptor developed for an essay 
test. It relates the test item to the expected outcome or objective. 
Developing a test item descriptor can be very important for en- 
suring validity. Notice how the test item gives specific informa- 
tion — lack of detail in presenting an item's task is the primary 
reason essay items are reputed to measure only writing skills 
rather than intended objectives. The answer key gives a model an- 
swer that can be used by the scorer to rate the student's response. 

Test Item Descriptor: 

Given the requirement to summarize the concept of effec- 
tive hospital guest relations, write a substantially reworded 
definition in 300 words or less that considers the working 
definition and the essential attributes covered in the lesson. 
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Test Item: 

In 300 words or less, write a personal definition of effective 
guest relations in a hospital setting. The working definition 
that was used in the course should serve as a basis for your 
answer. Also, critical and variable attributes must be ad- 
dressed in your answer. The question will be scored on 
content only. No points will be deducted for spelling or 
grammatical errors. The question is worth 30 points and 
partial credit will be given. 

Essay Key: 

Student's definition must be a synthesis of the working 
definition as well as all critical and variable attributes 
taught. Essential information to be included: 

1. (5 points) Effective hospital guest relations is a pro- 
cess of communication in which hospital employees 
show caring and concern for every guest — patients 
and visitors alike. This is from the working defini- 
tion. 

2. (5 points) Must take place in a hospital setting or be 
related to a hospital stay. A telephone call to the 
hospital regarding a patient is considered an ex- 
ample. This is a critical attribute. 

3. (5 points) Inherent part of the communications pro- 
cess. The potential for effective relations occurs each 
time a hospital employee or representative interacts, 
directly or indirectly, with a guest. This is a critical 
attribute. 

4. (5 points) Involves observable behaviors. These be- 
haviors are verbal or non-verbal and effective be- 
haviors can be identified and practiced by the 
hospital staff. This is a critical attribute. 

5- (5 points) To be effective, the communication must 
be judged effective by the guest. The perception of 
the guest is the only measure of success. This is a 
critical attribute. 
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6. (5 points) Because of the trauma of hospitalization 
and the impact the hospital has on a guest, the guest 
may have some negative attitudes which the hospi- 
tal employee will have to overcome. This is a vari- 
able characteristic. 

Some Differences Between Essay and Objective Tests 

1. An essay question requires the student to plan his or her own 
answer and express it in his or her own words. An objective 
test item requires the student to choose among several desig- 
nated alternatives. 

2. An essay test consists of relatively few, more general questions 
that call for rather extended answers. An objective test ordi- 
narily consists of many rather specific questions requiring only 
brief answers. 

3. Students spend most of their time in thinking and writing 
when taking an essay exam. They spend most of their time 
reading and thinking when taking an objective exam. 

4. The quality of an objective test is determined largely by the 
skill of the test constructor. The quality of an essay test is de- 
termined largely by the skill of the reader of the student an- 
swers. 

5. An essay exam is relatively easy to prepare but relatively te- 
dious and difficult to score accurately. A good objective exam 
is relatively tedious and difficult to prepare but relatively easy 
to score accurately. 

6. An essay examination affords freedom for students to express 
their individuality in the answer given, and freedom for the 
scorer to be guided by individual preference in scoring the an- 
swer. An objective examination affords freedom for the test 
constructor to express personal knowledge and values but 
gives the student only the freedom to demonstrate achieve- 
ment based on the proportion of correct answers given. 

7. The student's task and the basis for judging the degree to 
which it has been accomplished are stated more clearly in ob- 
jective tests than they are in essay tests. 
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8. An objective test permits, and occasionally encourages, guess- 
ing. An essay test permits, and occasionally encourages, bluff- 
ing. 

9. The distribution of numerical scores obtained from an essay 
test can be controlled to a considerable degree by the grader; 
that from an objective test is determined almost entirely by the 
test. 

Electronic Testing 

With the widespread use of microcomputers, you now have the 
opportunity to administer tests electronically. Software packages 
are available that allow you to tell the computer which items to 
use, how to present and sequence items, how to provide feedback 
to students, how to score tests, what statistical analyses to per- 
form, and what to include in a report of results. 

A computer-based test can take the same items used on a pencil 
and paper test and put them in a format that responds to an 
individual's learning speed and style. It can also adjust the level of 
difficulty based on a student's previous responses. 

Technology can do more, however, than minimize labor-intensive 
tasks associated with testing. Technology provides a means by 
which you can incorporate performance-based assessment into 
the distance learning environment. Traditionally, the separation of 
the teacher from the student severely limited the teacher's ability 
to assess performance. Computers, however, can record how stu- 
dents learn with feedback, students' thinking processes, and stu- 
dents' abilities to deal with realistic situations and problems. 
Video can record ongoing activities and explanations, how stu- 
dents' carry out tasks, perform experiments, and cooperate in a 
joint project. 

Conclusion 

Whether you use traditional paper and pencil tests or venture into 
the realm of electronic testing, you will need an item pool of avail- 
able items on the same topic. These items should be aimed at dif- 
ferent levels of difficulty and test different abilities. Perhaps you 
will want to use a combination of items — both multiple choice and 
essay. 
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For a typical test, it is desirable to have items that range in diffi- 
culty from easy to hard for the group for which the test is in- 
tended. (An easy item is one that at least 70% of the students can 
answer correctly; a hard one can be answered correctly by fewer 
than 30%.) However, the greatest concentration of items in a test is 
usually in the 30 to 70% correct range. It is important to keep in 
mind that items usually turn out to be more difficult for the stu- 
dents than you intend then- to be. 

Writing effective test questions is difficult and time-consuming. A 
good multiple-choice item takes considerably more time to write 
than an equally good essay item. Essay items take more time to 
score. Each type has clear advantages. Once you have decided on 
which type to use, you must see to it that each item is constructed 
properly. 

With practice and experience, you will gain skill in writing effec- 
tive test items. Your conscientious efforts will create a greater 
challenge and a more meaningful learning experience for stu- 
dents. 
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Introduction 

Not everyone is suited to being a home study student. It takes a 
special breed of person to study by correspondence, one who is 
self-motivated and has a subtle self-confidence and determination. 
But let's face it, after a few months of correspondence study, even 
the enthusiasm of the highly motivated student begins to wane. 

Unlike courses which are presented in the classroom, home study 
students are not motivated by constant teacher initiated interac- 
tion. Most home study schools interact with their students only 
when the students request it, or to send a bill. Home study stu- 
dents are generally left alone to study at their own pace and pro- 
vide their own motivation to complete their course. 
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However, it is possible, through the use of various design tech- 
niques, to build motivation into the instructional processes. In this 
chapter, we will look at a variety of techniques which can be used 
to make your course materials more motivational to the student. 

Layout and Design 

Probably the simplest motivational action which can be taken for 
most home study courses, particularly those which are a few 
years old, is to improve the layout and design. Entire books have 
been written on layout and design, and there are other chapters in 
this Handbook which deal with the subject. 

However, because lesson layout and design does have a signifi- 
cant impact on student motivation and completion rates, it is im- 
portant to review a few of the most important concepts. 

Take advantage of desktop publishing using a PC. Use a typeface 
that is clear and legible. There are two basic categories of type: 
serif and sans-serif. Serif typefaces have little "feet" at the tops 
and bottoms of letters. Sans-serif typefaces do not have feet. Use 
serif type because it is easier to read. The serifs tend to bridge the 
gap between letters, making the copy look less formidable. 

Always use upper and lower case characters, not all caps. Use ital- 
ics or bold copy for emphasis, and don't use long sentences. Use 
white space (space where nothing is printed) to set off body copy, 
headlines, and illustrations. Above all, make sure the readability 
level is appropriate for your intended student. And finally, make 
sure the printing is of high quality on white paper of sufficient 
weight so that copy does not bleed through from the page under- 
neath. 

Illustrations 

If anything can lull a student to sleep, it's page after page of 
printed text, especially if the topic is dull and uninteresting. Illus- 
trations should be used to break up the monotony, stimulate 
learning, and increase the probability that the student will con- 
tinue reading. A page with illustrations, regardless of what is con- 
tained in the text itself, looks more inviting and less formidable to 
the student. 

Illustrations stimulate learning by offering the opportunity to ex- 
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plain visually the information provided in the written text. As the 
saying goes, "A picture is worth a thousand words/' Often, it is 
almost impossible to explain in words certain concepts or proce- 
dures which can be easily illustrated. 

The number of illustrations you should have depends on the sub- 
ject material, but as a rule of thumb, try to put at least one illustra- 
tion on every page. In some cases, this may be difficult to do. 
However, following the theory that illustrations break up the mo- 
notony, using simple graphics with some relationship to the sub- 
ject material can accomplish the same thing. Figure 1 is an 
example of a simple graphic used in various forms to break up the 
text and give variety in what otherwise would be a dull account- 
ing lesson. 

Figure 1 



IJ Smith 'ratifS :n one of ni> outo.T.ociles that i*as north 
5; 000. :or a newer on? »orih 5" 000 He does not msh 
lo use onv more of his securities iince they are part of 
his retirement fund, so he borrows the monev from a 
finance comsony 

AutomoDiies Casn 

Bai 10 000 Bit 5.500 

Finance Co loan 

j Sai 0 

I J Smitn's 1 5-year-old house develops a leak :n the roof. 
He calls several roofing companies /or estimates end 
they ail advise him that patching the roo/ would be a 
icaste or money. He agrees, ond contracts with one of 
them to put c new roof on his house. The cost is 
S:.500 He pays SS00 out of his checking Occouni and 
borrows $1,000 from the bank on a personal two-yeor 
loan. 

House 4 Una Casn 
Bai 111,500 ' Sai 5.500 j 

Sank Lean (personal) 

] Bai 0 

M Smith hos some antique furniture that he hos acquired 
over the years This is reflected in Other Assets It has 
never been appraised, so. os he does not know its true 
worth, he fust keeps track of whot he hos invested :n (he 
furniture. At on antique club meeting he showed a roll* 
top desk for which he pcid S30O Someone offered him 
Si. 000 for the desk, ond he decided to toke it 

Other Assets dsn 

Bai 16.000 j Bat 5.000 j 

Net Worth 

• Bai 130.000 



Example ofhoiv a simple graphic can be used. 
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There are two basic types of illustrations: line art and photo- 
graphs. Line art consists of illustrations which contain areas that 
are either black or white, such as line graphs or circuit diagrams. 
As a result, line art "looks" the same as text, and may be easily 
reproduced on a copy machine. Some copy machines do have 
trouble reproducing large black areas however, so beware. Com- 
mercial printers should have no problem with large solid black 
areas. 

A black and white photograph, on the other hand, although it 
may have areas that are solid black or white, usually consists of 
continuous tones of gray. As a result, photographs usually do not 
reproduce well. Photographs are usually converted to halftones 
before they are printed. In the halftone process, a photograph is 
converted into a series of dots, with the dark areas containing big- 
ger dots than the gray or white areas which contain smaller dots, 
spaced farther apart, or none at all. 

If you are not familiar with the process, look at Figure 2. Figure 2 
is an enlargement of a small area on a halftone. Look at any pho- 
tograph in a newspaper through a magnifying glass and you will 
see a similar dot pattern. 

Figure 2 




Close-up of a halftone. 

For good quality reproduction, converting a photograph to a half 
tone should be done by a printer. The process is expensive, and 
the cost varies, so shop around. Most printers charge in the $8 - 
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$12 range. If your text has a lot of halftones, you may be able to 
work a deal with a printer and get a package price. 

The advent of desktop publishing has brought about a low cost 
method of converting photographs to halftones. Of course, with 
all computer applications, there is an initial investment in soft- 
ware and hardware. First, you will need a scanner to scan your 
image into your computer memory. There are color and grey-scale 
scanners. Unless you intend to print in color, a grey-scale scanner 
is sufficient. A grey-scale scanner will convert a photograph into 
shades of grey as it reads the photo into your computer's 
memory. Once in memory, most of the more expensive desktop 
publishing programs have utilities which will convert the grey- 
scale image into a series of dots, like a halftone, which can be eas- 
ily reproduced by a printer. 

Review Questions 

Another very effective way to break up the text and stimulate 
learning is through the use of review questions. Often referred to 
as self-test or self-check questions, review questions serve several 
valuable purposes. 

First, like illustrations, they break up the monotony of the text. 
Through the use of simple graphics, different type faces, or differ- 
ent line lengths, such as shown in Figure 3, the student is forced to 
stop for a moment. If the reader happens to be daydreaming, or 
reading with little comprehension of the subject matter, the ques- 
tions serve as a jolt back to reality. 

The questions can also be used to force the student to interact with 
the text, especially if space to answer the questions is provided. In 
the example, the student is told to circle the correct answer in the 
lesson. If the student does not know the correct answer, the stu- 
dent is forced to review the previous material. A review is par- 
ticularly helpful if the concepts are difficult or if the student did 
not really understand the material upon the first reading. Answer- 
ing review questions stimulates the learning process. 

In addition, review questions are also motivational. Answering 
correctly reinforces the concepts learned and gives the student a 
sense of accomplishment. Since the home study student does not 
have a teacher standing over his or her shoulder, correctly an- 
swered questions provide the student with a sense of satisfaction, 
much like praise from a teacher. 



132 



125 



Chapter Nine — Home Study Course Development Handbook 



Figure 3 




right. We'll tell you a tot more about 
mortar in lessons where you use it. One 
point to be stressed here, however, is 
that masonry cement, although similar 
to regular portland cement is not the 
same thing. 

Now answer the questions in (he 
Quick Quiz. Circle "T ' if you think a 
statement is true and "F"" if you think it 
is false. 



QUICK QUIZ 



1. Mortar has the same ingredients as concrete. T F 

2. The most common use of slate is for roofing. T F 

3. Rubble is a term that refers to uncut stones. T F 

4. Limestone is hard, while sandstone is soft. T F 

5. Brick and stone are both classifed as masonry. T F 



Graphics breakup the monotony of the text 

Ideally, review questions should be used at the end of each major 
topic in the typical home study lesson. This means there may be 
several sets of review questions in a lesson. Of course, the answers 
to the questions should be provided. Always try to place the an- 
swers so that the student cannot easily see the correct answer and 
the questions at the same time. This means placing the answers at 
the end of the lesson or perhaps printing them upside down on 
the same page as the questions. 



Mortar 

Mortar is the "glue" that holds blocks, 
bricks, etc together. The typical for* 
inula tor mortar is three parts ot fine 
sand to one part ot masonry cement, 
plus just enough water to form a firm 
but workable mix. like batter. The test 
for a properly mixed mortar is shown in 
Figure 13. the mortar should just barely 
stick to the trowel when you lip it up- 
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Workbooks 

An alternative to providing review questions within the lesson 
text is to provide them in a separate workbook. One big advan- 
tage to a workbook is that a student is more apt to complete re- 
view questions and exercises if he or she is encouraged to write 
the answers in the workbook. Due to years of classroom condi- 
tioning, students are reluctant to write on their lesson materials. 

Another advantage is in the perceived value of the training to the 
student. A separate workbook makes the student think he or she 
is getting more for the money. The more materials provided, the 
greater the perceived worth on the part of the student. 

Workbooks also allow you to provide areas for the student to ac- 
tually work out solutions to problems, draw sketches, make flow- 
charts, etc. The workbook provides an area for the student to keep 
all of his or her work to refer to later. Solutions or sketches will 
not get thrown away. 

Audio Cassettes 

The use of audio cassettes brings an entire new dimension to a 
home study course, the appeal to another sense — hearing. Not all 
subject matter is conducive to the use of audio cassettes, but you 
may be surprised to find that there are a variety of alternatives to 
the monotone voice heard on many instructional tapes. 

Begin by determining where in your program the use of audio is a 
useful alternative to the written text. If the subject you are teach- 
ing does not readily lend itself to an audio presentation, then 
don't use it! Never stick in an audio cassette simply for the sake of 
using audio. There should always be a learning-related reason for 
using audio. 

An obvious use of audio is when the voice or voices on the tape 
has some significance to the student. For example, a famous 
writer could explain his or her techniques or an athlete and a 
coach could explain one of the fundamentals of a sport. Not all au- 
dio has to be the "real" thing. For example, scripted simulations of 
conversations between individuals can be used. Sound effects can 
also have impact to the listener. 

If you are going to used scripted audio, there are several basic 
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guidelines that you should follow. First, always work from a 
written script. Never go to a recording session with the idea of 
throwing put a topic for discussion and expecting the narrators to 
ad-iib — it won't work. Also, a single voice rambling on a cassette 
will quickly lose the interest of the listener. Make sure the narra- 
tor changes pitch and emphasis while reading the script. 

Second, always make sure the tape has an instructional objective. 
Pick out a specific instructional objective, and develop a script to- 
wards that goal. 

Always use professional recording equipment in a studio setting 
if possible. Never record an audio presentation using a small bat- 
tery operated tape recorder. Nothing is worse than a student re- 
ceiving an instructional audio cassette that sounds as though the 
person talking was in a tin can or in a small cubicle with a lot of 
background noise. Using a professional studio is essential if you 
are planning to use sound effects or music. 

When writing the script, keep in mind that conversational English 
differs from the written word. Write the script using contractions 
and other expressions that are common when speaking. One of 
the best methods in the development of a script is to read it aloud 
to another individual when it is finished. Determine where what 
you read is different from what you would normally say. Also, 
don't get too technical. Technical explanations are best if pre- 
sented in writing. 

If at all possible, use professional narrators. Using people at your 
school always seems to come across as an amateur production. Se- 
lect your narrator as carefully as you would a new employee. 
Most studios can supply tapes which will allow you to listen to 
several voices and pick the one best suits your situation. 

Some studios may require you to use union talent, which can be 
extremely expensive. If at all possible, work out a price schedule 
with the studio and the talent before you begin recording. Often, 
you can pay talent a set amount for the first hour or two, and then 
so much for each additional quarter hour. Studio costs are usually 
by the hour. 

Always make sure the narrator receives the script well in advance 
of the recording date so that he or she can come to the studio pre- 
pared. This is especially important if the script is technical in na~ 
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ture and if the narrator is unfamiliar with the proper pronuncia- 
tion of terms. 

Consider using two voices on your tapes. Often, two narrators 
with distinctly different voices can be very effective. Such presen- 
tations are more lively and interesting and get away from the 
single voice, which often drones on in a monotone fashion. 

If you do use a professional recording studio, shop around for 
prices. You may find big variations. Make sure you get confirma- 
tion of recording dates, prices, and delivery times. In most cases, 
the time for editing or adding sound effects or music must be 
added to the studio time. 

You will also have to get prices for the cost of duplication of your 
cassettes once the master is made. Usually, you can find a com- 
pany which specializes in cassette duplication and will do it much 
more economically than a recording studio. Also, find out if there 
are subcontractors who will print the cassette labels for you or if 
you must supply them. 

One final point: keep your audio presentations short. Never have 
a program which lasts over 30 minutes. Try to keep your pro- 
grams in the 12-15 minute range. Programs in this range will hold 
the student's attention for the entire presentation. 

Audio-Visual Presentations 

One step up from the simple audio presentation is the audio-vi- 
sual presentation. As the name indicates, this type of presentation 
integrates a set of visuals with audio. The visuals can be film- 
strips, slides, photos, or even the printed page. Each format has its 
own advantages and disadvantages. 

The big advantage to using slides is that they can be duplicated in 
color, which would make them very appropriate for some areas, 
such as art courses. Also, they can be projected which makes them 
suitable for use by groups or allows the student to magnify the 
slide through projection for greater amplification and precise 
viewing of the visual. The big disadvantage is cost. Color slides 
are costly to reproduce. In addition, the student who does not al- 
ready have a slide projector must be willing to buy one or some 
other type of viewing device. 
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Filmstrips are a lower cost alternative to slides, but require a spe- 
cial projector. From a practical standpoint, there is very little most 
students can dc r/ith a filmstrip projector once the course is fin- 
ished. 

The most economical audio-visual presentation uses a cassette 
and the printed page. The student needs no special equipment to 
look at the visuals. They can be printed in a booklet or a special 
flip-chart. The student simply follows along in the booklet and 
turns pages when told to do so. 

Each visual represents a " frame." Determine the overall learning 
objective and then identify the individual frames which are neces- 
sary to achieve the objective. Write each of the frames on a card 
and arrange the cards in the best logical order of presentation. A 
frame need not be an illustration or photograph. Frames can also 
just be key words or phrases. 

If an outside vendor is going to be responsible for the final prepa- 
ration of the visuals, make sure you are as explicit as possible as 
to what you want. Work as closely as possible with the people 
who are preparing the visuals. Frequently, they will suggest ways 
to improve the presentation. Listen to them. They are probably 
more accustomed to thinking visually than you are. Make sure the 
visuals are professionally done. Don't rely on amateur photogra- 
phers or use rough sketches in this type of presentation. 

However, before you begin final preparation of the visuals, make 
sure you have the script written. Use the same guidelines men- 
tioned previously under Audio Cassettes. Always plan ahead. A 
30-minute presentation that averages 12 seconds per frame will 
consist of 150 frames, which, if you use slides, is over the capacity 
of most projectors. 

Figure 4 is a very simple frame showing an electronic circuit. In 
this particular frame, the student was instructed to trace the cur- 
rent in the circuit shown as the instructor explained the concepts 
on the tape. A presentation of this type allows the student to con- 
centrate on the visual, and not be distracted by constantly looking 
back and forth from the text to the illustration. 
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Figure 4 



What is Electricity? 



Electricity can be defined as the flow of electrons. 



HOW DOES ELECTRON FLOW 
REPRESENT INFORMATION? 

• The rate of electron flow can have a meaning 

• The rbrce of electron flow can have a meaning 

• The controlled manipulation of currents and 
voltage can have a meaning 

EXAMPLE: A MICROWAVE OVEN 
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This layout allows the student to concentrate on the visual and not have to look 
back and forth from the text to the illustrations. 

Video Cassettes 

Video instruction on cassette is usually outside the realm of most 
home study courses because of the production costs involved. If 
done by professionals, a rule of thumb is to budget not less than 
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$1,000 per instructional minute. Thus, a 30 minute video tape 
would cost at least $30,000 to produce. The cost of duplication 
and the tape itself must be added to this figure. 

A lew cost alternative is to produce a video cassette yourself. The 
biggest problem with doing it yourself is the difficulty involved in 
recording and editing to make it look like a professional produc- 
tion. The following tips to follow for video presentations: 

• Begin by writing down the instructional objective. Then de- 
velop the instructional outline, just as you would for any other in- 
structional sequence. Once you have the outline, you should be 
able to determine the major shot sequences you will need for the 
project. 

• Next, develop a storyboard. A storyboard is very similar to se- 
quencing the frames for an audio-visual presentation. It consists 
of a series of frames laid out in a grid-like pattern. Each frame in 
the storyboard represents a shot, which could be several seconds 
or even minutes of tape. Don't worry about your artistic ability, 
stick people and box houses are fine. 

• Once the storyboard is complete, go back and describe each 
shot in as much detail as possible. Include the purpose of the shot, 
what specific props or equipment are needed, the setting (lab, of- 
fice, outdoors, etc.), special lighting or sound problems, and the 
camera angle. 

• Next, write the script. As with audio cassettes, make sure the 
script is written in a conversational style. Develop the script 
frame by frame, according to your storyboard. Remember to plan 
for action in each shot. Something should be moving in the major- 
ity of the shots. If you are unable to do this, then consider using 
an audio-visual presentation instead of video. Motion can be in 
the form of camera movement, or movement of the subject you 
are filming. Include in the script as much direction as possible to 
indicate what is supposed to be happening. 

• It is best to use professional talent. Make sure any talent gets the 
script well in advance. When it comes time to shoot the program, 
plan a shooting schedule. A shooting schedule allows you to plan 
for when the talent is needed, so you will not have to pay them 
for just sitting around. 
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• Try a dry run with your own staff first. Make sure the lighting 
and sound are adequate. If not, most large cities have rental out- 
lets where you can get extra lights or microphones. As a word of 
caution, for most productions, existing room lighting is not ad- 
equate. Figure 5 illustrates a typical lighting setup. 

Figure 5 




A large fill light should be placed off to the 
side opposite the main light. A small fill light should 
be placed above and slightly in front of the camera. 



Typical lighting setup. 

In addition, a single microphone, mounted on the camera, is not 
sufficient, especially if the action is taking place some distance 
from the camera and includes several participants. Never, unless 
it is absolutely necessary, use a hand-held camera. Always mount 
the camera on a tripod and make sure the camera movements are 
slow and smooth. 

• Plan for editing. Unless you have done everything exactly right, 
which is practically impossible, you will not shoot a tape you can 
just duplicate. Minor editing can be done from one VCR to an- 
other, but it is not easy. If you plan to do a lot of video produc- 
tion, it may pay to invest in VCR editing equipment. Special 
VCR's which allow editing frame by frame can be purchased for 
under $2,000. Also, microcomputer hardware and software is now 
available which allows you to computerize the editing on a frame 
by frame basis. Some large cities have studios you can rent which 
contain professional editing and sound-dubbing equipment. 
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Training Kits and Equipment 

Nothing provides greater motivation to students than "hands-on" 
training. Many schools provide this type of training through the 
use of training kits or projects, which supplement the instructional 
lessons. Kits or projects may include tools, equipment, instru- 
ments, components, forms, accessories, cassettes, or other types of 
training materials. 

Training kits are usually designed to teach skills that cannot be 
learned solely by reading a book. The use of training kits in a 
home study course provides an opportunity to "learn by doing." 
Persons training for such technical areas as drafting, air condition- 
ing, automotive repair, and locksmithing cannot perform their 
jobs properly without being skilled in the use of the tools of the 
trade. 

Kits also reinforce the text material. A theory or technique can be 
learned more quickly and retained longer if the textbook is rein- 
forced later by actual experiments or practice. Training kits or 
projects allow the student the opportunity to put theory into prac- 
tice. Often, you can provide step-by-step instructions so that the 
student does not have to be afraid of making a mistake, such as 
shown in Figure 6. 

Nothing beats a student's desire to hold and work with tools and 
equipment. With strategic placement of training kits in a course of 
study, students can be encouraged to continue their training and 
study on a regular basis, especially if you remind them of what 
they are about to get in the next training kit. 

Of course, training kits do have drawbacks. Kits cost money. Kits 
also increase the complexity of the development and servicing of a 
course. Kit components must be ordered, stocked, packed, and 
shipped and even "replaced." The cost of keeping training kits in 
inventory for immediate shipment to students can be substantial. 

If you decide to use training kits, make sure they have educational 
value. Don't provide tools or equipment simply as an attempt to 
put hardware in a course. The training kits should provide the 
student with experiments to perform, tests to run, data to collect, 
stories to write, or some other type of interaction with the materi- 
als. Make the kits meaningful. Do not just provide busy work for 
the student to perform. 
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Figure 6 



EXPERIMENT 5 



Purjurte To t'XJtnttif current flow in a simple 
scna anutt 

Introductory Discussion: Although the csreutt 
you are going to study is a relatively simple one. 
this experiment demonstrates how current flows in 
all series circuits. Perform each step of the expert* 
ment carefully and you should have no difficulty 




Figure 5-1 . A simple series circuit . 



answering the statement at the end of the expen 
ment. 

Experimental Procedure: In this experiment, ir 
addition to the L'CM. you will need the following 

2 1.5 V flashlight cells 

1 Red light-emitting diode 

2 47 ohm resistors (yellow-violet-black) 
Hookup wire 



Step 1 : To show that when current flow 
through the light-emitting diode (LED> the diode 
will light. 



Build on your UCM the circuit shown ir 
Fig. 5-1. A drawing of this circuit is shown ir 
Fig. 5-2. Notice that there is a fiat on one side o* 
the LED. This is the cathode of the diode and i- 
should be connected to the lead coming from the 
negative terminal of the flashlight cell. When yoi 
have the circuit built up as shown, the dtodi 




Figure 5-2. One possible layout of the circuit shown in Fig.5 -I . 



Step-by-step instructions help a student to learn. 

Multimedia 

As this Handbook is being published, multimedia is the "buzz 
word" in training. Multimedia refers to the use of a personal com- 
puter or PC as the vehicle to provide training. 

Multimedia presentations contain all of the stimulation and moti- 
vation of audio, full motion video, graphics, animation, and text 
in an interactive environment. 
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A multimedia PC should contain a 386 or better processor, a VGA 
color monitor, floppy disk drive, at least a 40 Meg hard drive, a 
mouse, sound card, and CD-ROM drive. 

Although multimedia presentations may provide more motiva- 
tion than a simple text, they are much more costly to develop and 
require the student to have an appropriate computer on which to 
run the presentation. Also, because they are interactive, wherein 
the student often determines the instructional path based on spe- 
cific criteria evaluated by the program itself, it is very difficult to 
associate a development cost to multimedia programs. However, 
linear multimedia presentations (those which use a predeter- 
mined straight path) may cost as much as $1,500 per instructional 
minute to produce if done professionally. 

The steps in developing a multimedia presentation combine all of 
the elements of the other media described earlier, plus determina- 
tion of possible student paths and interactions. The preliminary 
design phase is the most critical. In it you must carefully set out 
your instructional objectives, determine criteria on which to judge 
student performance, lay out alternate paths based on perfor- 
mance, and analyze the best way to deliver each of the instruc- 
tional elements (audio, video, graphics, etc.). 

Unlike simple audio, audio-visual, or video programs, careful 
documentation of a multimedia program is critical. You must re- 
member that it is a computer driven program, and is really com- 
puter software. As such, user's manuals or technical references are 
essential parts of the program. 

Conclusion 

Low course completion and graduation rates have been a chal- 
lenge to home study educators for over a century. One of the most 
effective ways to improve completion rates is to build motivation 
into the study materials themselves. In this chapter, as well as in 
other chapters, we have variety of practical techniques to provide 
motivation at our disposal. It is up to us to apply them. 
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Designing a Home Study 
Course 

by 

Dennis Foltz 

Vice President of Education and Operations 
Gemoiogical Institute of America 



The Author Dennis Foltz, Vice President of Education and Operations at the 

Gemoiogical Institute of America, Santa Monica, California, and a 
member of the NHSC Board of Trustees, has been involved in home 
study for more than 15 years. 

Dennis has lectured at numerous NHSC Conferences and Workshops 
and has written several articles for NHSC publications. He was awarded 
the NHSC Distinguished Recognition Aioard in 1988 for his outstand- 
ing work on special projects. Dennis has also served as an Evaluator on 
many Accrediting Commission on-site evaluations. 



Introduction 

Too many home study providers think of the "design" stage as 
coming near the end of the course development process. The 
course has been written and edited, and all the illustrations have 
been created or collected. Now the design process can begin, 
right? 

Wrong. Don't confuse "design" with "layout." Course design be- 
gins when a course is first conceived a.id planned. It starts with 
analyzing the students for whom the course is intended, and 
defining the educational objectives you are trying to achieve. It 
includes an estimate of the size of your market, and the price 
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you intend to charge. 
And it requires a firm 
idea of how the 
course will be pro- 
duced and printed 
(and by whom), a clear 
plan for shipping it, 
and a program in 
place to service it. 

In other words, course 
design is a "holistic 
process" that includes 
all the things that 
make a home study 
course both education- 
ally effective and com- 
mercially successful. 
Obviously, this starts 
with the technical ac- 
curacy of the instruc- 
tional material. But it 
is equally important to 
think about how Stu- Dennis Foltz. This portrait was reproduced from a 
dents can best learn "PMT" (positive mezuo tint) at a pre-press cost of 

L , t , . i , about $5. A lialftone negative would have cost about 

that material, how you ff<lc . , J , * . , . . 

J $15 to produce, and perhaps $10 in stripping costs. 

can best deliver it to \fthe picture were in four-color, the pre-press costs 

them, and how best xoould be about $100, and stripping about $30. Costs 

to service them. are based on 1993 job shop rates in the Los Angeles 

metropolitan area. 

A home study course, then, is not simply a bunch of lessons with 
examinations to take or projects to complete. It is a complex infor- 
mation delivery system, intended to meet a number of goals. Un- 
less it is designed as a system, as a total package, it will not 
accomplish what you, and your students, want it to do. 




Where it All Begins 



Let's look at some of the factors that affect course design. Most 
important are the kinds of students you are targeting. Here are 
some of the questions you should ask yourself: 

• What age group can you expect to enroll? This is important, 
because reading skills have been declining in recent years — 
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Getting Started 



ERIC 



which means that the younger your prospect pool, the lower 
their reading skills are likely to be. And these skills impact lit- 
erally every aspect of your course: the language level, the edi- 
torial style, the number and length of your lessons, the 
estimated time of completion, and the physical layout of the 
materials on the page. 

How much education have these prospective students had? 
No matter how well they read, learning is a different matter. 
Learning is largely a matter of practice, learning from the 
printed page even more so. Are your students likely to be 
comfortable with a page of solid text, unbroken by illustra- 
tions or other graphics? Maybe. But, in general, only very so- 
phisticated readers can handle that kind of presentation. 

How affluent are they, and what does your course represent 
to them in terms of a career, an income, a lifestyle? Course 
design affects cost; cost affects price. You want to create a 
course that is profitable, a course that your targeted market 
can afford (and will buy, which is not quite the same thing). 

How do you plan to get your course materials into the hands 
of your students? This is equally important. Are you planning 
to ship everything at once? In two or three shipments? One 
lesson at a time? Will your course include charts, kits, tools, 
special manuals, instruments? These factors are all elements of 
the course design. 



Consider the following scenario as a kind of "case study/ 7 
Suppose you are either the owner of a relatively small school 
with two successful home study courses in the area of automotive 
repair, or an experienced marine mechanic with your own busi- 
ness, planning your first venture in creating a home study course. 
In either case, you want to develop a course dealing with install- 
ing and maintaining marine engines. 

In the first case, because of your experience training students 
for the auto repair industry, you have solid data on those 
students, past and present. You assume you will attract much the 
same sort of prospect to your new program. 

In the second case, you do not have the fairly systematic data 
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that comes with having run a school, but you have been around 
the business a long time. You have hired and fired a lot of 
mechanics, and interviewed even more. In effect, you have been 
conducting "surveys" of the employment pool most of your 
working life. 

In either instance, you have also done some informal research 
talking with the owners of marine engine dealerships and repair 
shops, so you have a good sense of what your prospects are likely 
to be. Here, then, is a profile of what your prospective students 
will probably be like: 

• Most will be males, high school graduates in the 22 to 38 year 
old age group. 

• Most are already working, or have worked, in a field involv- 
ing mechanical skills. They can use basic automotive hand 
tools, they maintain their own cars, and they enjoy working 
with their hands. 

• Many own, or have owned, small power boats. 

• They read sports pages regularly, and sports and automotive 
magazines occasionally (but they do not subscribe). On the 
other hand, they watch a lot of television. 

• Most have not had much training in math, and no experience 
reading engineering drawings. 

• Most have had no engineering theory, and no experience with 
sophisticated test equipment. 

All this information is useful — indeed, it is essential. It should al- 
ready be on hand when you develop the first draft of your new 
course. It is important in relation to your writing style and the 
reading level you want to maintain. And it will affect your mar- 
keting strategy, your pricing, and your plans for servicing the 
course. 

But it is also information you must consider in design, in the larg- 
est sense of that term. You need an overall concept that gets your 
students involved in the nuts-and-bolts subject matter as soon as 
possible. Bui you also have to find a way to give them enough 
math, enough hydrodynamics, enough basic engineering and ba- 
sic electricity to do what they will have to do. 
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Furthermore, you 
have to do this with- 
out discouraging 
them. You want to 
produce successful 
graduates, and that 
means minimizing 
non-starts and drop- 
outs. Thus, one of the 
first decisions in the 
design process is 
what material to 
present when, in what 
order, and how thor- 
oughly. 



The Forest and the Trees 

It helps if you have a 
good outline, and a 
clear idea of all the 
elements that will 
make up your course. 
Otherwise, you may 
settle on what seems a 
plausible scheme, 
only to find, later in 
the process, that some 
of the things you 
want to do are very 
difficult to accommodate within the parameters you first laid 
down. 

Thus, for example, our imaginary marine engine course will prob- 
ably call for a good many charts and reference materials — propel- 
ler selection charts, strength of materials tables, boat plans, 
whatever. 

First of all, how sure are you that your prospective students know 
how to use materials of this sort? Can they read an x-y graph? Can 
they extrapolate full-size dimensions from a scale drawing? You 
will have to introduce some basics at the appropriate point, before 
you can expect them to use this material effectively. (We will get 
back to effective presentation order and the problems of non- 




Complex, highly detailed graphics have a major 
impact on page size and on layout. This page from 
USA Today is designed for a full-size daily nezvspa- 
per (usually 13 1/2" x22 3/4"). If would not be very 
effective on an 8 1/2" x 11" page, and unintelligible 
on 5 1/2" x 8 1/2" page. 
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starts and completion rates a little later on.) 

Ultimately, the need for charts and graphs will affect your layout 
decisions, too. If you expect to present a lot of information this 
way, you will find it easier to do it in, say, an 8 1/2" x 11" format, 
rather than 5" x 7". If you have already laid out a half-dozen les- 
sons in a 5" x 7" format, you are either going to have to find a way 
to compress your charts and drawings, or complicate your entire 
production process — and, later, your warehousing, packaging, 
and shipping with a variety of odd-sized materials. 

You will soon discover that all these decisions are interdependent. 
The need to accommodate your charts and drawings is a pretty 
sound reason for going to an 8 1/2" x 11" page size. On the other 
hand, an 8 1/2" x 11" page is pretty big for educational material. 
Typeset, in a typical, normal size typeface, with normal margins 
and spacing, an 8 1/2" x 11" page might contain 1200 or 1300 
words. That's a lot of text for a student audience we have already 
identified as inexperienced and unenthusiastic readers. 

Furthermore, even with ample margins, a line of text on an 81/2" 
x 11" page might run 5 1/2 or 6 inches, which is far too long. 
Research has shown that,, even for experienced readers, a 3 to 4 
inch line is easier to read. This is why most magazines lay out 
their pages in two or three columns. What works for magazines 
will work for home study courses, too. 

In modern graphic design, the convention of setting body type 
" flush left-ragged right" (instead of "justified/' which means 
set flush on both the left- and right-hand edges) is increasingly 
popular. This "ragged right" format, as it is called, is actually 
a little easier to read, especially for inexperienced readers. It 
is also about 15 percent cheaper to set. 

Even the choice of typefaces for various purposes requires careful 
thought, as we'll see n^xt. 

Sorry, You're Not My Type 

The rise of the personal computer has had an enormous impact on 
the typesetting industry — so much so that, today, typesetting is 
in about the same position as the buggy and harness business was 
in, say, 1920. Most typesetting is now down as part of the layout 
process, on any one of several desktop publishing systems. (As a 
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And An Order of Info on the Side 

To someone in newspaper or magazine publishing, what you 
are reading right now is called a "sidebar." Sidebars are short 
discussions separated from the main text (a magazine editor 
would say it has been "broken out"). Usually they are boxed; 
often they are "screened," which means over-printing in gray, or 
in a second color. 

Sidebars are an ideal place to introduce background material 
you might want to break out a short explanation of how to read 
a graph, with an illustration. That way, the background material 
does not interrupt the flow of your main discussion. Because it is 
self-contained, it is convenient for reference or review. Readers 
for whom the information is old hat can skip it. 

Careful placement is essential with this sort of sidebar. A 
sidebar on using an engineering rule won't do much good if it 
falls three pages after the student is asked to do it. 

Sidebars are an excellent way of presenting motivational mate- 
rial, too. Success stories, cautionary anecdotes, safety tips, 
short scientific or historical background pieces can enrich and 
eniiven any course. Here placement is much less critical. You 
can even develop a file of such items, and use them more or 
less at random to solve various kinds of layout problems. 

People like to read about other people. Even though students 
choose home study courses largely because of their interest in 
a particular vocational field, they enjoy — and respond to — short 
biographies of people to whom they can relate. Leaders and 
innovators in whatever field your course covers, success stories, 
anecdotes about famous people that illustrate the benefits of 
study— all are grist for your mill. 

You can find biographical information on such people in the 
various regional and topical editions of Who's Who, in encyclo- 
pedias, trade magazines, or in any library. In the case of living 
subjects, you can often call and do a short telephone interview. 
Very few people object to having their accomplishments cel- 
ebrated in this fashion. 
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matter of fact, unless your typographic needs are fairly complex, 
it can be done on most of the major word-processing systems.) 

This does not mean that you should do it yourself. One of the 
by-products of desktop publishing is a lot of really bad typogra- 
phy and graphic design, done by people who, while they may 
have mastered some software, know little or nothing about type 
and layout. Unless you are experienced and knowledgeable, hire a 
graphic artist and have it done right. 

Typefaces all have evocative names: Tiffany, Souvenir, Gothic, 
Cheltenham — the list goes on and on. Even the most modest desk- 
top publishing and word processing programs come with a dozen 
or more bundled into the basic software. You can buy others to 
add to your basic set. It is all too easy to be tempted, like a kid in 
a candy store, by the very size of the selection. 

But beware: The typeface you choose will to a great extent 
determine the overall readability of your course. Typefaces have 
different personalities and create different impressions. That is 
why a ballet program has a different aura than a circus poster. 
You are producing educational material. You want your courses 
to be dignified without being forbidding; you want them to be 
attractive, and above all you want them to be readable. 

Your next decision involves the nature of the material you send 
to your printer — the "output," as it's called today. If you feel 
your material calls for a really elegant look, yor can send your 
electronic files to a service bureau — either physically send them 
your disks, or (and this is generally faster and cheaper) transmit 
the file via telephone modem — and have the output done photo- 
graphically. Otherwise you can use the output from any good 
laser printer. (And today, almost any laser printer is "good" 
enough.) There will be a slight, marginally perceptible difference 
in appearance: Phototype, or "Linotronic," as it's called, is slightly 
y crisper and denser than laser output. 

This is going to add to your costs, not just for the photo output 
itself, but down the line, in printing: If you want to maintain 
the quality you paid for to get the photo output, you're going to 
have to use a good quality coated paper when you print. The 
dollar difference is ultimately going to depend on the size of 
your print run (paper is usually not the major cost factor in 
printing). 
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Ideas are Where You Find Them 



As far as layout is concerned, you can learn a lot by looking at 
whatever magazines you think your potential prospects are likely 
to read. (Think about where you might want to advertise your 
courses, for example.) Magazines pay art directors a lot of money 
to keep their readers turning pages. With a little analysis, you can 
have the benefit of their expertise for the price of a copy or two. 

What you are looking for is general principles, not specific de- 
signs. You will notice, for example, that except for a few maga- 
zines that fancy themselves as real intellectual heavyweights (A tlan tic 
Monthly, say), you seldom see a page of unbroken type. Always 
there is something to break the page into smaller, friendlier seg- 
ments. It may be spot art, a subhead, or perhaps a "pull quote" (a 
pull quote is a pithy line reset in a larger typeface). 



"Okay," you say, "I'll use magazines as my models for my marine 
engine course. Most of my prospective students probably read 
Playboy. Is that a good model to follow?" 

Not really, although Playboy is an extremely well-designed publi- 
cation. But it is likely that your preliminary planning and re- 
search found the market for marine mechanics to be smaller than 
that in the large and widespread autorepair industry. This means 
a smaller prospect pool and fewer enrollments. To make your 
new course profitable, production costs will have to be controlled 
very carefully. Many schools can produce and print an entire 
course for substantially less than the Hefners spend on just one of 
their famous centerfolds. 

This brings up the key issue of production costs. These, too, must 
be part of a well-designed home study course. 



A pull quote is a pithy line 
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Affordable Quality 

If you are planning to produce limited quantities, there are 
other ways to reproduce course materials besides printing. But 
for larger quantities, printing remains the most economical way 
to go. 

It is true that smaller enrollments mean smaller print runs, but 
that is not the first place to look to keep costs down. The most 
significant production costs come before the presses ever start 
rolling. Here are some of the areas where costs can skyrocket, 
and how to keep them where they belong: 

• Illustrations 

Professional photography is expensive; amateur photography 
is, well, amateurish. If you use photographs, get the best originals 
you possibly can, but actually, photography may not be the best 
medium to use for teaching. Line drawings are often much clearer 
and much more effective, especially for technical illustrations. 
Furthermore, freelance artists generally do piecework while pho- 
tographers usually work by the day, with a half-day minimum 
rate. 

Whether you opt for photography or line drawings, or both, be 
sure to work with artists and photographers who are accustomed 
to preparing work for offset reproduction (all modern printing is 
done by the so-called "offset" process). You may have a friend or 
relative who draws or paints, or takes interesting pictures; if 
you are really cost-conscious, you may even be tempted to foray 
out yourself with a handheld 35mm camera and a few rolls of 
film. But there are a lot of tricks involved in drawing or shooting 
for print. Remember, the printed version will never be any better 
than your original. It is important to start with the best image 
you can get. 

It is not always necessary to create your own illustrations. Some- 
times you can buy what you need from stock houses, which have 
millions of images in their archives. You can, for example, tell 
them you want pictures of yacht harbors at sunset, or boatyards — 
or shipwrecks, for that matter. They will send you a selection to 
choose from. 
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Design for Learning 

Do you have to add 
graphics to the many 
hats you already wear as 
a home study manager? 
No, and unless you have 
some experience at it — 
and a flair for it— it would 
be foolish to try. Graphics 
is a visual field, but there 
is more to it than meets 
the eye. 

One possibility is to hire a 
graphic designer to 
create a design concept 
for you. This does not 
necessarily mean a 
permanent addition to 
your payroll; many 
graphic designers work 
as freelancers, on a 
project-by-project basis. 

Creating a design concept does not mean laying your course out page by 
page — you can hire paste-up artists for that. What you want first is a 
basic page layout, a schema that will handle your charts and graphs and 
other such materials, and perhaps a cover design. 

A good designer will do even more: Educational or motivational mes- 
sages can be communicated through the layout itself. Here are some 
examples: 

• Using engineering grids as a background for technical illustrations — 
even when, strictly speaking, they are not necessary — reinforces an 
image of high-tech expertise. 

• Standing heads for any sections that recur from lesson to lesson 
give students a feeling of familiarity and confidence. For example, 
our t^oat engine course might have a short section on safety proce- 
dures in each lesson. A standing head with a red cross emblem 
would be immediately recognizable, and your students would always 
know what to expect. 

• Some sort of logo based on a stylized representation of the tools of 
whatever trade you are teaching can function as a subtle form of 
motivation. Such a device encourages students to identify their 
goals and aspirations with your school and your course. 




A freelance graphic designer can often help solve 
the problem of creating an effective design concept 
for your course. 
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Stock houses are not cheap, but manufacturers and other suppli- 
ers to whatever industry your course is designed to serve will of- 
ten allow you to use their photos and drawings free of charge. 
Often they will even send you glossy prints and high quality 
reproductions. Usually all they expect in return is a "credit," a 
small line near the illustration saying: "Photo courtesy the 
Marine Widget Company." 

• Camera-Ready Art 

Finding, or creating, an original image is one thing; reproducing 
it effectively is yet another. Black-and-white photographs can be 
reproduced in a variety of ways. Least expensive are what are 
called "PMTs" (PMT stands for "positive mezzo tint"). These are 
simply black-and-white copies of an original (which can be in 
color), screened to create the dot pattern essential for offset 
printing. 

PMTs are a little cheaper than halftone negatives. (They are also 
slightly lower in quality but, if the original is good, the difference 
is usually negligible.) Their greatest virtue is that they can simply 
be pasted in position on your "mechanical" (a mechanical is the 
pasted-up artwork you send to th^ printer). This represents a con- 
siderable savings in the "stripping phase, when your printer 
shoots his negatives and starts to assemble all the various ele- 
ments to make his plates. 

• Color 

Graphic designers, marketing specialists, and research psycholo- 
gists all agree that color attracts reader attention and, properly 
used, contributes to interest and readability. Two-color work- 
adding a strategic touch of color here and there — is only slightly 
more costly than straight black-and-white printing. This is be- 
cause printers estimate their jobs by establishing standard hourly 
rates for all their equipment. Two-color work either goes on a 
two-color press which is billed at a slightly higher rate, or it goes 
through a one-color press twice. 

At the pre-press stage, two-color work can be done with very little 
in the way of added production costs. (Simple two-color features 
can be indicated on a tissue taped over the mechanical.) Your 
printer will have to prepare a second plate and wash up and 
change inks, but you are not talking about a lot of money. 
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Personal computers have revolutionized writing, editing, graphic design and lax/out. 
It's possible to produce a home study course without them, but it will take longer and 
cost much more. 

Four-color, or "process" work is another story. Here we are talk- 
ing about reproducing a color photograph. In most areas, you can 
expect the pre-press costs on even a small — say, 3 n x 3" — four 
color illustration to be at least $100, and often more. And again, 
because four-color work has to be printed on more sophisticated 
equipment, the printing itself is more costly, too. 

This makes the decision of when and where to use four-color 
process pictures an important one. Since you know your potential 
students are not great readers, and since you can easily produce 
as many as six or seven good black-and-white illustrations for 
the price of one in color, effective course design suggests that, 
here, quantity might be more important than color. 

For some subjects, color is likely to be essential. If so, there 
are generally some economies you can make. There are, for 
example, different quality grades of color separations, so ask 
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yourself just how precise the color has to be. If you can plan 
all your illustrations, or groups of them, to be the same size, 
it is often possible to "gang" some or all of them and save some 
money in the separation process. 

• Brokers 

Buying printing services calls for a certain amount of know-how. 
As a result, many companies whose printing needs are only 
occasional use print brokers to arrange for printing, and to see 
/ their job through the press. Print brokers are independent 

contractors who work on commission, paid by the printer. This 
will be reflected in what you ultimately pay for your job but, 
especially at first, it may be well worth it. 

Be sure the broker's services include checking press proofs and 
doing press inspections — and go along when these are done (even 
if, as is often the case, they are early in the morning). If you 
ask the right questions and treat your broker like a consultant, 
chances are you can soon learn to negotiate a good printing 
contract and perform press checks on your own. 

When the job is done, make sure you get your mechanicals back 
(the negatives and plates belong to the printer). Unless you are 
doing a major re-work of your course, you can make minor 
corrections and revisions on the original boards. And even if, 
when it comes time to reprint, you decide to change printers, you 
can use them again. 

We have gotten right down to the nuts and bolts of producing 
course materials and staying within your budget. Now let's 
widen our perspective again to look at some other important ele- 
ments that can help the success of your course, if they are de- 
signed into it: motivation, presentation, delivery, and servicing. 

Picture of Success 

You would never advertise your course with copy that said: "Sit 
home, night after night, and study! Sacrifice your leisure to 
hard work! Add to your stress by trying to reacquire good study 
habits you forgot years ago." But that is, in part at least, what 
completing a home study course means. 

Faced with that reality, some students become discouraged. The 
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bright hopes and plans that prompted them to enroll in your 
course are obscured by the day-to-day reality of keeping at it. 
For this reason, motivational devices of all sorts should be 
built into the design of your course from the outset. Remind them 
of their ultimate goal every step of the way, with pictures, 
sidebars, and success stories. 

Most of your illustrations, of course, will be selected with an 
eye to teaching something. But you can — and should — use pic- 
tures with other purposes in mind. At the simplest level, inserting 
some sort of illustration into a visually barren page of text 
does a lot to keep your readers engaged. Such pictures (some- 
times called ''spot art") might well be motivational in nature. 

Yes, the students in our imaginary marine engine repair course 
are interested in boats and motors. But they are also interested 
in a vision of themselves succeeding in that business. Look for, 
or commission, pictures that reinforce their sense of what they 
want to achieve. 

Let's take an example: Early on, you want to emphasize to your 
students how important it is to have a clear understanding with 
their customers about the nature of the work to be done, the 
terms of payment, and when the work will be completed. 

Such a discussion does not "need" an illustration in the same way 
a technical explanation of, say, a wet exhaust system might. But 
it is an excellent opportunity to use a drawing of a smiling, 
confident owner-mechanic talking to an attractive, obviously 
affluent couple, with a handsome yacht at dockside in the 
background. Never mind that working on marine engines often 
involves lying on your back in the bilges, wet and cramped, 
trying to undo a hopelessly corroded, hard-to-reach fitting. Show 
your students the upside of what the future may hold in store. 

Not all your students will succeed, no matter what you do. You 
will always have some non-starts, and some who never finish. But 
you can reduce these numbers by helping them stay motivated. 

There are other factors which influence your non-start and 
completion rates; you need to consider these, too, when you are 
designing your course. 
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Sight and Sound 

Audio and video tape have an undeniable appeal for a home 
study course. They can improve its effectiveness by making many 
kinds of information more accessible. They are easy to use, and 
they can help motivate the student. Finally, they can make a 
course more " marketable/' 

Audio and video technologies are rapidly evolving. The practical 
benefits of this are a simultaneous increase in quality and 
decrease in cost. Today, professional quality audio and video 
tape productions are more affordable than ever before. Given all 
the benefits, using audio and video tapes for a home study course 
is an option definitely worth considering. 

The decision to use them should be part of the overall course 
design. Revising an existing course to include them requires more 
than simply producing tapes that relate to the text material. 
They must be fully integrated into the course plan. Consider who 
your students are, your educational objectives, and if the 
benefits justify the additional cost. 

• Video 

Video has the advantage of making information accessible to 
people with a wide range of study skills. But, while it's 
tempting to assume that everything on video is necessarily easier 
to learn, it's actually harder for people to retain information 
presented in video than in print. Repeated viewings will improve 
retention, but video is best used as an adjunct to printed 
material. Use it for what it does best: showing operations or 
processes that are too complex or subtle to be adequately 
explained in text, diagrams, and still photos. 

Your video must be more than " talking heads/' Straight-out 
explanations are better handled in print. In the case of our 
marine mechanics course, a process like rebuilding a carburetor 
might better be shown in video than a series of diagrams or 
photos with text. 

Another advantage of video is its immediacy. It's the closest you 
can come to putting the student in the working situation, short 
of actual hands on (virtual reality notwithstanding — you'll see 
more about that in a bit). 
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This immediacy also helps motivate. Putting the student "in" the 
situation helps them visualize themselves in the career for which 
they are training. Just as the motivational photograph of a marine 
mechanic with the attractive, upscale yacht owners helps students 
see the upside of their educational choice, a video shot in and 
around a busy marina would show many of the attractive ele- 
ments of the power boating scene. On the other hand, a poorly 
produced video, without careful attention to people, wardrobe, 
lighting, and decor would do just the opposite. 

Video is usually bid by the job, with all services and final product 
specified in a detailed production budget. There are video pro- 
duction companies in every city in America, even in smaller 
towns. While you're getting bids, look at the production 
company's sample "reel." This will indicate the level of produc- 
tion quality they can deliver. 

Since most video used for home study courses shows detailed 
processes, it's important for the video company to be good at 
"table top" work. "Table top" refers to shooting objects up 
close, showing details clearly. Just because someone shoots 
beautiful sunsets doesn't mean they can shoot complicated 
technical operations close up so they are clearly visible without 
unwanted shadows, poor focus, light flares, etc. 

Like photographs and illustrations, video must be professional to 
be effective. It's perhaps even more critical with video. Most of 
your students spend many hours each week viewing multimillion 
dollar programs and movies on television. Home study 
videos are judged by those standards. Better not to include a 
video than to include a poor one. 

Expensive is not always better, but in video there is definitely 
a strong correlation between cost and quality. Technology brings 
equipment costs down but other production costs usually account 
for more of the expense. 

What you provide for the production greatly affects the cost. If 
you have ready access to an appropriate environment — a 
"locality," as they say (an attractive marina, boats, and tools, 
in the case of our example) your video will cost much less than 
if everything has to be rented. When discussing budget, make 
sure the video company knows what you can supply. 
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Recent developments in computer animation have provided yet 
another affordable visual option. Right now, however, these 
systems can only produce relatively simple images. The 
sophisticated animation most of us are used to in TV commercials 
or on Monday Night Football is still expensive. And even the 
simplest computer animation does cost something. 

Video production is divided into three phases: pre-production, 
production, and post production. 

Pre-production involves everything prior to shooting: scripting, 
scheduling, art design, casting, locations, gathering props and 
costumes, and building sets. Production is the actual shooting. 
Post production is the editing of the final product, including 
sound mixing, video effects, and graphics. 

The organization and execution of every production is unique. 
Which aspects are your responsibility and which are the video 
company's must be clear from the start. 

After post production, you will receive a master tape from your 

production company. (Usually, a sub-master is made to protect 

the master from wear or damage in the duplication process.) Since 

video images degrade when they're duplicated — it's called 

" generation loss" — get the highest quality master you can afford. 

Your video company can recommend the best format for your 

needs. 

The tapes you'll send your students are usually made by a 
separate, duplication service. These companies are numerous, and 
you can ask them to bid competitively according to your cost and 
quality needs. 

• Audio 

Most of the limitations and cautions that apply to video tape 
apply to audio tape as well. There are some additional 
considerations. Unlike video tape, the level of writing for the 
audio tape must take the typical student's reading level into 
account. However, information retention for most students will 
be similar to video, so additional written materials are usually 
needed. 

Audio tape is especially useful for presenting concepts that rely 
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exclusively on sound. Foreign language training is an obvious 
example. In the case of our marine mechanics course, audio tapes 
might be used to provide sounds of engines with typical prob- 
lems to help the student learn trouble-shooting. 

While producing an audio tape is not as costly or difficult as 
video, it still must be professionally produced. Like video, 
audio equipment continues to benefit from technological ad- 
vances. 

The recent development of digital equipment puts professional 
quality well within most schools' reach. Sound effects libraries 
on compact disks provide high quality effects at low costs. 
However, the proper use of such equipment is another matter. 
Buying a digital tape deck doesn't make someone an audio 
engineer. As with video tape, the better the quality of the 
master, the better the quality of your distribution tapes. 

Technical quality isn't the only consideration. Any narration 
should be done by a professional announcer. Overall audio 
quality, including good vocal quality, are essential to making a 
"listenable" tape. An annoying voice or poorly read narration can 
make a tape useless. 

New Technologies 

The personal computer is really just beginning to revolutionize 
home study. Technology that cost millions of dollars a few 
decades ago now sits on millions of desk tops. And prices just 
keep coming down. This same trend is sure to make today's 
high-tech dreams into reasonably priced consumer products in 
the future — the near future more than likely. 

Beyond, using personal computers to create and service home 
study courses, their communications capabilities currently allows 
home study schools and students to interact electronically. With 
an adequately sized personal computer, modem, and phone line, 
you can have a system for students to send in tests and get their 
grades without the costs and delays of paperwork and postage. 

Of course, using personal computers for communications requires 
a higher level of sophistication from your students. They must 
own the right equipment and know how to use it. For our marine 
mechanics course, it's unlikely many students would have this 
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kind of equipment. On the other hand, if you're creating a com- 
puter repair course, the chances are very good they would. 

But the number of students with the equipment and know-how is 
rapidly growing. Most high schools, junior highs, and even 
primary schools now have personal computers and computer 
courses. Every day more of these students are becoming part of 
the home study market. Even as people become more computer 
literate, personal computers are becoming easier to use. Along 
with more "user friendly" software, personal computers that rec- 
ognize handwriting and the human voice are right around the 
corner. 

As telecommunications capabilities expand, so do the possibilities 
for distributing and marketing home study courses. Interactive 
cable television, fiber optic phone lines, cellular phones, and satel- 
lite communications are making it easier to send and receive in- 
formation. 

CD-ROMs represent another new technology with strong home 
study potential. CD-ROMs store large amounts of text, visual im- 
ages, and sound on a single compact disk for easy access on a per- 
sonal computer. Material that would take many pages of printed 
text and additional audio tape can be placed on a single disk 
that's easy to use, transport, and store. 

Interactive multimedia systems take things a step further. These 
link a variety of audio, video, and data sources through a 
personal computer, allowing the individual user to access and 
combine visual images, text, and sound on a given topic. For 
example, a student can see the musical score for a Mozart 
symphony, along with a critical text, and then command a 
synthesizer to play a single violin part to see how it sounds. 

Further down the road there is virtual reality (VR). VR uses 
computer technology along with sophisticated audiovisual dis- 
plays and sensors to simulate actual experiences. VR isn't avail- 
able for personal computers yet, but it will be. Some day our 
marine mechanics students may gather around a virtual marine 
engine with an instructor in another country for "hands-on" train- 
ing, without ever having to leave home. Given current trends, in 
the future all education may very well be home study. 
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Getting Off on the Right Foot 

You want all your new students to get in the habit of plugging 
away at lesson after lesson. This means getting them started 
right away, as soon as they receive their course. After all, that 
is when they are likely to be most excited and enthusiastic. 

To begin with, you can do a let to decrease non-starts by paying 
special attention to your first few lessons. The very first lesson, es- 
pecially, is critical in any home study course. The package of 
startup materials that includes the first lesson can help, but get- 
ting them really rolling depends more on designing that lesson so 
it both provides an immediate sense of achievement and is easy to 
complete. Your first lesson, then, should be both motivational and 
substantial. Spend some time reminding the student about the op- 
portunities these new skills represent, and teach them some- 
thing — something you can safely assume few of them know, 
something they can use immediately. 

The first examination should be challenging, but absolutely 
straightforward and procedurally simple — no trick questions, no 
assumptions regarding knowledge or skills that are not 
specifically taught in the first lesson. The idea is to give 
students a psychological boost, by making them see they can do it 
if they try. 

Pacing, Delivery and Incentives 

Next, you need ways to sustain student progress. We mentioned 
earlier that part of course design is deciding what to teach, 
when, and in what order. This is an important element in putting 
your subject across effectively. But it also matters at the basic 
level of helping the student simply get through the course 
without bogging down. 

In every home study course, there is at least one lesson that is 
a real killer. Perhaps the problems are really psychological. 
Shop math, for example, is not all that difficult, but many 
people simply shut down — emotionally and intellectually — when 
they see a lot of formulas and four-place decimals staring them 
in the face. Still, there is no way around teaching it to our 
budding marine engine repairpeople — eventually. 

There is much that can be done in the writing of such lessons, to 
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make them less intimidating and more accessible. But think about 
when and where you really need to present this material, too. We 
tend to assume we have to teach fundamental material right 
away, in the beginning, but this is not always necessary. There is 
really no need to present it until they are going to use i* . Often 
you can plan your course so as to defer some of the more difficult 
material until your students have experienced some success with 
easier material. (Remember, success is the greatest motivation 
builder there is.) 

Even when you get students to make a good start, some still will 
not finish. Consequently, course design also means planning your 
presentation in increments that encourage students to reach the 
milestones that flag your contractual rights to a certain percentage 
of your tuition. 

Dividing your course into shipments may help. When enroll- 
ments are high enough, and you have enough data on student 
performance, you may find you can predict your dropout rate ac- 
curately enough to print fewer of the lessons in the later ship- 
ments. Over the years this can represent considerable savings — 
not just for printing, but for postage, warehousing, packaging, 
and handling too. 

You also need to estimate the cost of the materials in your first 
shipment as accurately as possible, including the various 
motivational and administrative materials you include. (If you 
plan to include kits or tools, such planning and estimating are 
even more important.) You will never eliminate non-starts 
completely, so you want a tuition down payment that enables you 
to break even, at least. 

With a course divided into several shipments, the order of topic 
presentation also provides more options for keeping students 
motivated. In every field, there are some areas which seem more 
glamorous than others, especially to beginners. Dividing a course 
into shipments allows you to hold back some of this special 
expertise, like a carrot on a stick. Try to design your course so 
material of this sort is strategically spaced out, in different 
shipments. Then the thought of getting to something especially 
desirable in the second shipment provides an extra incentive to 
finish the first, and so on. 

You can even use your packaging to help keep studenls on track. 
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Packaging is Part of the Message 

Packaging your course materials attractively and effectively is 
an important part of course design. You know a home study 
course is much more than just a collection of books and refer- 
ence materials, but this is not immediately apparent to a new 
student. Much of the value of any course is intangible — the 
service, the evaluation and advice you provide, the ability to call 
on a sympathetic and helpful instructor. 

So when you ship new students their first study materials, try to 
make them reflect the real value of the training you are provid- 
ing. A short pamphlet that lays out your procedures for taking 
and returning examinations and requesting additional help can, 
for example, emphasize the importance of these services. A 
one-page, step-by-step guide to completing and mailing the first 
examination, together with a stamped pre-addressed return 
envelope and a short motivational letter urging the student to 
get started immediately will help reduce non-starts. 

Other recommended features include three-ring binders to hold 
lesson materials, a shipping box designed to double as a stor- 
age box for tools, reference materials, or work-in-progress — 
even something as simple as a pre-sharpened pencil. These all 
add to the student's perception that you are trying to make the 
learning process as painless and effective as possible. 



There are a lot of different ways to handle the mechanics of 
packaging and shipping a home study course. Depending on the 
nature of your study materials, you may find it best to use a 
special shipping box that doubles as a permanent storage device; 
you may want to use three-ring binders or slip cases. 

If you do include permanent binders or cases, you may want to 
send them out with the last shipment, rather than the first. That 
way, the binder (or whatever) becomes yet another incentive for 
finishing the course (and you will not find yourself giving them 
to non-starters and dropouts). 

How your course is to be serviced is another element which must 
be incorporated into the course design. This involves designing 
efficient ways to handle student questions, accounting, billing, 
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testing, and grading — or smoothly plugging your new course into 
systems already in place. 

Testing and grading are especially important. Well-written 
multiple-choice examinations are from an educational point of 
view the most effective form of written testing. They are also 
the most efficient and cost-effective from an administrative 
standpoint. By contrast, essay questions pose a lot of problems. 
They can be an effective testing device for certain types of 
material — if writing skills are important to the students 7 
training, for example — but they are often difficult to evaluate 
properly. 

Another important question: Does every lesson need an 
examination? The first one does; you want to initiate contact 
with a new student as soon as possible. But thereafter you may 
find that, for testing purposes, you can cover two or even three 
lessons with a single examination. Self-tests give students a way 
to check themselves on the interim lessons for which no 
submission is required. The savings in service costs with such a 
system are self-evident, and there is no evidence that the 
quality of the training suffers. Generally, try to plan your 
course so students have some sort of contact with you at least 
once a month — more often if possible. 

Think ahead, too. For example, your resources may not permit 
you to use automated grading or posting right now, but in a year 
or two perhaps you can. It will be easier to make the change if the 
answer sheets for your examinations are designed with that in 
mind from the outset. Whenever possible, design for the future; 
think of where you want to go. 

What about forms of graded work other than written examina- 
tions — projects designed to provide practical experience? 
Most hands-on projects are likely to be expensive, especially if 
the student's work has to be shipped to your school, evaluated, 
and then returned. There are certain subjects in which this is 
probably the only way a student's understanding of the material 
can be adequately measured. If so, the work should be planned 
very carefully in terms of the overall course design. 

Certainly projects of this sort should be designed to serve more 
than one educational goal. Ideally (although this may not always 
be possible), they should also be placed well into the program, 
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when the likelihood that the student is going to complete the 
course successfully is higher. 

If the time it takes to service such a project is much longer than 
that required to handle a normal lesson, the course should be de- 
signed sp to allow the student to continue working on other 
things while waiting for a major project to be graded and re- 
turned. Inactivity breeds drop-outs. 

Conclusion 

To recapitulate: A home study course is a multi-faceted delivery 
system for a very specialized kind of educational experience. 
Unless you think and plan in terms of the entire system, the 
course will not achieve your goals. 

The first step is to analyze the demographics of your prospect 
pool. The more hard data you have about their age, gender, 
educational level, reading skills, and vocational experience, the 
better. Ideally, you should understand their dreams and 
aspirations, too. The more you know about the prospective 
students you are targeting, the more successful your planning, 
and hence your course, will be. 

First of all, understanding your prospective students will help 
you decide what really needs to be taught, and where in the 
course you need to teach it. The nature of the skills and 
information you are trying to communicate also affects your 
course format, your prices, your packaging, and your servicing. 

Remember, good writing is the rock on which the whole structure 
stands. Good writing is clear; good writing is accessible to its 
audience; good writing not only instructs but entertains and 
motivates as well. If you have to choose, put the lion's share of 
your effort, and your money, here. In most areas of training and 
instruction, carefully-planned illustrations are important, too. 
They will always enrich an explanation, and they can also be used 
to motivate and inspire. 

For reproducing large quantities of course materials, printing 
remains the most economical way to go. Pre-press production is 
the most time-consuming, and the most expensive part of produc- 
ing a course; once on the press, you can see the light at the end of 
the tunnel. 
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It is important to think of course design as a holistic process. 
Good design accomplishes a multitude of goals: It reduces 
servicing costs and lets you deliver more and better training, 
and it motivates students and helps them learn. And that is why 
we are here. 
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The Author Sally has been designing and editing the National Home Study 

Councils publications since 1976. She authored the NHSC Public 
Relations Handbook, as well as authored and co-edited several other 
NHSC publications. She has a B.A. Degree in Journalism from the Uni- 
versity of Maryland and a M.A. Degree in Publications Design from the 
University of Baltimore. 

Sally has assisted several schools in designing course products, and has 
given presentations on desktop publishing and newsletter design at nu- 
merous Workshops and Conferences around the country. 

Introduction 

Technology has always had an impact on visual communications, 
and correspondence courses rely heavily on visual images. Today, 
you can use your personal computer to produce high-quality, 
great looking printed courses. A desktop publishing system, 
which is a fancy and powerful word processing system, allows 
you to design and layout visually pleasing pages. 

For many years, photo-typesetting set the t tandard for profes- 
sional quality document production. Today, although the quality 
is not quite as good, desktop publishing offers several advantages: 
speed, flexibility, cost, and reduced production time. You should 
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remember, however, that a desktop publishing program is just a 
tool Effective graphic design is not just a default setting on your 
computer. It takes an understanding of elements of effective 
design and how they should be used to communicate your mes- 
sage. 

In the previous chapter, Dennis Foltz explained that a home study 
course is a multi-faceted delivery system for a very specialized 
kind of information, and that good design accomplishes many 
goals: reduces servicing costs, lets you deliver more and better 
training, motivates students and helps them to learn. 

In this chapter, we look at the various elements that make up 
good graphic design. Our objective is to give you enough knowl- 
edge of these elements so that you can design a home study 
course that is visually pleasing, motivational and educationally 
effective. 

Effective Graphic Design 

Effective graphic design is the least expensive way to improve the 
communicating power and cost-effectiveness of your home study 
course. Effective graphic design attracts attention and invites the 
student to read the course. It motivates the student and estab- 
lishes the credibility of your message. It makes your ideas easy to 
understand and it helps your students learn. 

Effective graphic design enhances your message by — 

• Emphasizing what's important: Effective design creates a 
hierarchy of information so readers can easily separate major 
points from supporting details. 

• Organizing information: Effective graphic design breaks 
information into manageable, bite-sized pieces. It makes it 
easy for readers to locate quickly the important information 
and helps readers concentrate on one idea at a time. 

• Guiding the readers: Effective graphic design recognizes that 
readership declines every time a visual obstacle is placed in 
the reader's way. Therefore, it leads the reader through the 
course by creating a logical sequence of ideas which unfold as 
the reader continues to read. 
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Principles of Typography 

Type is the basic building block to desktop publishing. Type 
creates words, and words convey your message. Yet, type also 
creates visual impressions that act upon the reader. So remember, 
the type you choose and the way it's placed on a page can help 
your reader understand your message. 



Typeface: Typeface refers to the shape or outline of the letters, 
numbers and symbols. Each typeface has its own unique charac- 
teristics that nonverbally communicate with the reader. You 
should choose a typeface that "speaks" to your readers in the tone 
of voice most appropriate to your home study course. 

There are two primary categories of typefaces: Sarif and Sans- 
serif. 



DEFG 

Times Roman, a serif type. 



DEFG 

Helvetica, a sans-serif type. 



M M M 



M M 

30pt 24pt 18pt Upt 12pt 



■ • Serif type is characterized by tiny extensions or feet at the 
edges of each letter. These extensions serve both a decorative 
and a practical purpose. The tiny serifs provide a transition 
from letter to letter which helps the reader's eye to move 
horizontally. This is why serif type is often used in the body 
copy of a course. Research shows serif type increases reading 
speed 7 to 10 words per minute. 

• Sans-serif type is high-impact and very simple in appearance. 
The letters do not include any "feet" or decorative extensions. 
Sans-serif type is usually not a good choice for body copy, as 
the lack of serifs can slow the reader. When used in small 
doses, sans-serif type has a boldness and simplicity that adds 
impact. However, if you do decide to use a sans-serif type for 
text, you can make it more legible if you make the column 
width no more than 13 picas, add extra space between the lines 
^nd use a ragged-right margin. 

According to a survey of NHSC member schools who use desktop 
publishing for their courses, the most popular typefaces are Times 
Roman and Helvetica. Others typefaces in use include Palatino, 
Bookman, Avant Garde, Goudy and Optima. 

Other Attributes: Typefaces also have the following attributes — 

• Size: refers to how tall letters and numbers will be when 
printed. Type is measured in points, approximately from the 
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MM 

Weight 



M M 



M M M 

Normal Condensed Expanded 



roman & italic 

Posture 

STYLE STYLE 
STYLE STYLE 



STYLE 



STYLE 



Helvetica 
Helvetica italic 
Helvetica Bold 
Helvetic Bold Italic 
Helvetica Condensed 
Helvetica Condensed Oblique 
Helvetica Condensed Bold 
Helvetica Condensed Bold Italic 



top of the ascending letter to the bottom of the descending 
letter. There are 72 points to an inch. 

• Weight: refers to the density of the letters, to the lightness or 
heaviness of the strokes. It is described as a continuum: light, 
regular, book, demi, bold, heavy, black, extra bold. Not all 
typefaces are available in all weights. 

• Width: each typeface has its own unique horizontal character- 
istics. Some are wider than others, some are denser. Therefore, 
lines set in some 12-point typefaces will contain more letters 
and possibly more words than lines set in other 12-point 
typefaces. Type size and line length are very closely related. 
Widths are condensed, normal and expanded. 

• Posture: refers to the slant of the angle of a type character, 
either vertical or inclined. Vertical type is called roman. In- 
clined type is called italic or oblique. 

• Style: refers to type attributes which are independent of type 
size or alignment. This refers to whether the type is set in 
boldface, italics, and other modifications of a basic typeface. 
Boldface is the most effective way to make type stand out. 
Italic type can provide subtle contrast to the main text, but it 
does not provide emphasis. Italics is used mostly for captions, 
quotes, names of publications and other short items. 

• Family: all of the variations of a single typeface — different 
weights, widths, slants and styles — constitute a type family. 

Restraint: desktop publishing's hardest lesson is that of con- 
straint. With so many typefaces, type sizes and type styles it's 
easy to get carried away. As a rule of thumb, restrict your use of 
attributes to three per project. 



Other Design Elements 



When arranging type on a page, there are other elements that you 
need to consider: 

• Leading: refers to the space between the lines. All desktop 
publishing programs permit you to modify the leading to 
improve the appearance and communicating power of your 
course. Desktop publishing programs start with the automat- 
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ics, or default setting. In most cases, the automatic setting will 
add an extra 20 percent to the height of the line. Therefore, 
your leading option will read "120%. " You can increase the 
word density of your course by tightening the leading, or 
likewise open up your publication by increasing the leading. 
Leading becomes of crucial importance in large headlines. As a 
rule of thumb, you should add 2 to 4 points of leading to the 
type size of a headline. For example, if you are using 10 point 
type, use 12 points of leading (written 10/12). If you are using 
14 point type, use 18 points of leading or 14/18. 



10/10 Times Roman 

These three type samples are all set 
in 10-point Times Roman. The first 
is set solid (10/10), the second is set 
tight (10/1 1), and the third (10/12) is 
set with PageMaker's automatic 
leading (120% of the point size). 



10/11 Times Roman 

These three type samples are all set 
in 10-point Times Roman. The first 
is set solid (10/10), the second is set 
tight (10/11), and the third (10/12) is 
set with PageMaker's automatic 
leading ( 1 20% of the point size). 



10/12 Times Roman 

These three type samples are all set 
in 10-point Times Roman. The first 
is set solid (10/10), the second is set j 
tight (10/1 1), and the third (10/12) is ! 
set with PageMaker's automatic 
leading (120% of the point size). 



• Alignment: describes how type is arranged from left to right 
on a page or within a column. There are flush left/ragged 
right; flush right/ragged left; centered, and justified. 

Flush left/ragged right is the easiest to read because the 
first letters of each line appear where the reader's eyes 
expect to find them — at the extreme left of the line. Flush 
left/ ragged right type maintains consistent word spacing 
and allows the extra space that may occur on a line of type 
to appear consistently at line endings. The pockets of white 
space at text edges also adds needed breathing room on 
some layouts. 

Flush right/ragged left is useful for aligning page 
numbers in columns. The disadvantage of flush right is 
that it slows the reader because the reader's eyes have 
to search for the first words on each line. 

Centered is often used in headlines and as a rule of thumb you 
should not center more than four lines of type. 

Justified is characterized by ruler-straight column edges. The 
last letter of each line is directly below the letter of the line above 
it. Justified creates "grayer" looking pages because the white 
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space on each line is spread throughout the line, instead of at the 
end of each line. Research shows that those people who do not 
read well find justified type more difficult to read. 

• Hyphenation: Hyphenation occurs when words are split, so 
they start at the end of one line and continue at the beginning 
of the next. Most desktop publishing programs let you turn the 
hyphenation feature on or off (manual) or specify the numbers 
of consecutive lines which can be hyphenated. Generally, you 
should not hyphenate more than two consecutive lines. 

• Kearning: Kearning refers to the adjusting of spacing between 
specific pairs of letters. Kerning is very important when 
slanted letters, such as A's, V's or W's, appear next to each 
other in headlines or chapter heads. The most common charac- 
ter combinations that require kerning are: 

To Tr Ta Yo Ya Wo Wa P. TAPAyo we 

• Tracking: Tracking refers to adjusting letter and word spacing 
equally throughout a publication. By adding a slight amount 
of extra space between words, fewer words will fill a page. 
You should make sure that the words are easy to read by not 
having the letters overlap or spread too far apart. 

• Widows and Orphans: A widow is a short line at the end of a 
paragraph and an orphan is a short line at the top of a column. 
The easiest way to eliminate widows and orphans is to edit 
your copy. If that isn't possible, try subtly increasing or de- 
creasing the word and letter spacing. 

Orphan 

A widow is a short line A widow is a short column, 
at the end of a para- line at the end of a 

graph and an orphan is paragraph and an 
a short line at the top orphan is a short line 

of a column. The at the top of a column, 

easiest way to elimi- 
nate widows and 
orphans is to edit your 

c °py- widow 



Tabs and Indents: The first line of type in a paragraph is 
customarily moved to the right of the rest of the lines in the 
paragraph. Desktop publishing programs permit you to 
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specify multiple tab settings across the page. It is very impor- 
tant that you use the tab key to line up each column of type. 
Research studies have shown that people can read text faster if 
paragraphs are indented and extra space is placed between 
paragraphs. 



Various indents 

This paragraph has a left hand This paragraph has both the left This paragraph has a hanging 

indent. Only the first line of the and right sides indented. indent. The first line of a 

paragraph is indented. paragraph extends to the left 

of the remaining lines of a 
paragraph. 



Type and Position for Headlines 

The purpose of a headline is to attract the reader's attention, break 
up the information and summarize the section's topic. Here are 
some do's and don'ts to follow for effective headlines: 

• Do select a headline type and size that forms an obvious con- 
trast with your body copy. An effective headline stands out 
clearly from adjacent copy. The easiest way to achieve contrast 
is to use a larger and bolder typeface. 

• Do use white space to drawn attention to headlines. White 
space can be more important than large, bold type in empha- 
sizing headlines. The best horizontal spacing around headlines 
is twice as much space above as below. 

• Do establish a consistent pattern in your use of upper case 
type. Use the same style of capitalizing headlines throughout 
your course. Subheads and other reader cues can contrast from 
your headline pattern, but each of those elements should be 
consistent. 

• Do break the lines of a headlinp^Togically and attractively. 
Read your headlines out loud and form line breaks where your 
voice naturally pauses, usually before a preposition. 

• Do be consistent in using flush left, centered or flush right 
headlines. Inconsistency leads to visual clutter and a random, 
disorderly look. 
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• Do adjust the leading for your headline. Letter spacing be- 
comes very critical as type size increases. 

• Don't set headlines so large and bold that they overwhelm 
surrounding material. Headlines should not need to "shout" at 
the reader to gain attention. 

• Don't use all caps if you are using a long headline. Readers are 
most comfortable reading content composed of both upper 

Don § t use all capital letters for and lower case letters. 

headlines. 

LONG HEADLINES IN ALL CAPITAL LETTERS ARE VERY HARD TO READ 



Don't tombstone headlines. 



• Don't set long headlines in italics as it slows the reader down. 

• Don't center headlines that are more than three lines. 

• Don't set headlines that are more than 3 words in reversed 
type. Reversed type is better applied to section headings in a 
publication or a few key words in an advertisement. 

• Don't staircase multiline headlines. In three-liners, the middle 
line should be either the longest or the shortest. Also, don't 
write a headline more than three lines. 




• Don't tombstone your headlines. Placing them next to each 
other causes confusion for the reader. 



Type and Position for Subheads 

Here are some do's and don'ts for subheads: 

• Do use subheads to break long expanses of body copy. Sub- 
heads add visual interest and provide clues that reinforce 
important information, show progression of content develop- 
ment and help readers quickly locate desired information. 
They also segment the copy visually into a few, easy-to-read 
text blocks. 
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• Do select a typeface for subheads that contrasts sufficiently 
from the text. You may select the same typeface used for 
headlines, but in a smaller size. 

• Do be consistent in your use of subheads. If subheads are set in 
boldface type, they should be set that way throughout. Like- 
wise, if they are centered, flush left, flush right or accented 
with white space or horizontal rules, this treatment should be 
consistent. 

• Don't overuse subheads. Too many subheads clutter a page 
and interfere with the reader's progress through the text. 

• Don't squeeze subheads between sections of text without 
adding some white space. 

Layouts 

Layouts provide the glue that integrates type and graphics. Lay- 
outs present words and graphic images for readers in an orga- 
nized, visually appealing fashion and reinforce your message. A 
strong layout creates a cohesive unit of a series of separate, uncon- 
nected parts. 

Formats define your page layout, that is the placement of mar- 
gins, borders, columns, rules, headlines, titles, page numbers, and 
other elements repeated on every page. You should base your 
page layout on a defined grid. 

Grids 

Grids consist of non-printing horizontal and vertical lines that 
organize consistent placement of type, artwork, and graphic 
accents. Grids are the basic tool of designing attractive, effective 
layouts. They define the placement of text and graphics on a page. 

Among other functions, grids define: 

• the location of information repeated at the top and bottom of 
each page; 

• the location of page numbers; 
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• the location and size of rules and boxes used to make page 
borders; 

• column widths, location and spacing; 

• vertical rules between columns; 

• horizontal rules between body copy and information at the top 
and bottom of each page; 

• the size and location of your school's logo; and 

• headline area(s). 

The number of columns of content does not have to equal the 
number of columns appearing on a grid. For example, a six col- 
umn grid would permit these four variations: 

• a single column of type, illustrations or photographs six col- 
umns wide; 

• a double column of white space and subheads next to a four- 
column wide expanse of body copy; 

• a double column of white space containing subheads and 
illustrations adjacent to two double columns of body copy; and 

• three double columns of body copy. 

Columns 

When figuring column sizes, the goal is to include between 35 and 
60 characters per line or an average of seven to ten words. Narrow 
columns of large type cause the reader's eye to jump too fre- 
quently from one line to the next. This text arrangement also leads 
to an unusually large amount of hyphenated words at line end- 
ings and creates awkward word spacing if the text is justified. 
Wide columns of small type are also difficult to read because there 
are too many words on a line, requiring more concentration on 
the part of the reader. Wide columns' of small type also create an 
overall "gray" appearance. 

Graphs, charts and illustrations should generally be aligned with 
the grid structure. Otherwise, a hodgepodge of visuals and split 
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text column widths result, which may disrupt reading. 
Here are some hints for planning grids: 

• Use multi-column grids for greater layout flexibility. 

• Consider using grids that contain columns of different widths. 
A grid that combines a narrow column with a wider column or 
columns permits easy placement of subheads, artwork and 
planned areas of white space. 

• Design your project based on reader's spreads. Usually readers 
will see left and right-hand facing pages or panels. Aim for a 
pleasing balance of text, white space and visuals on those 
adjoining surfaces. 

White Space 

White space is the another major tool used to design effective 
layouts. Although white space is usually perceived as the absence 
of something, white space is actually a calculated way to focus 
attention on important text and graphics. 

You should make white space an integral part of your format. 
Blocks of white space provide needed contrast. 

Don't overcrowd a layout with too much content. The more ele- 
ments included in a given area the less impact each element is 
likely to have on the reader. By replacing some type of visuals 
with white space, you emphasize those that remain. This guide- 
line discourages the use of "filler copy," which only dilutes the 
impact of more important content. 

Plan additional white space at the top and bottom margins of each 
page or panel. A consistent sink, or block of white space, at the 
top of each page can be contrasted against irregular column end- 
ings at the bottom of each page. 

You should not leave "holes" or blocks of white space in the 
middle of your layout. Extra, unexpected space in the interior of a 
layout may emphasize only the fact that you haven't planned 
your content well. Too much white space in the interior of a page 
blows the page apart, alienating text areas. 
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Keep internal white space allowances consistent. Column dividers 
should be the same width between all columns throughout a 
course. Similarly, the space between paragraphs, stories or sec- 
tions of content should be determined and maintained consis- 
tently. 

To be effective, white space should be concentrated primarily at 
the edges of a page. This reinforces the margins and white space, 
and shapes page content attractively. White space on the edges of 
a page also helps focus the reader's attention on the page content 
quickly. 

Other Design Elements 

Pull Quotes: A pull quote (also referred to as an "out-quote") is a 
short phrase or sentence which emphasizes a portion of nearby 
body copy. Pull-quotes are often placed in boxes or set against a 
gray background. 

Pull-quotes can be placed in a variety of ways and don't necessar- 
ily have to be positioned consistently. Size the pull-quote area to 
conform to your grid, however, using increments of column 
widths of perhaps just a half-column width. 

Select a typeface that contracts against text type. Use a more 
prominent version of your text type, such as bold or bold italic in 
a larger than text type size. Or use a contrasting version of your 
headline type, making sure the pull-quote cannot be confused as 
another story start. 

Don't make pull-quotes too wordy and provide a line or two of 
white space above and below the quote. A pleasing frame of white 
space emphasizes the quote and adds enough contrasting breath- 
ing room to make solid text columns look less intimidating. 

While you can place pull-quotes in a variety of ways on a layout, 
you should use the same pattern of typeface, size, line spacing and 
framing. You may choose to use a generous frame of line space 
only, a top and bottom rule, a complete box, or a tint screen. 
Whatever you decide, implement the treatment consistently. 

Various placements of pull-quotes: 

• Staggered placement avoids the tombstoning affect. 



Staggered placement avoids the 
tombstoning affect. 
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Pull-quote in right-hand 
margin. 



• Right-hand margin placement competes less with headings. 

• A cut-in quote can be used if the margin is tight. 

• A two-column quote is best placed near the top of the page. 

• Placing a quote atop the page takes advantage of top margin's 
high visibility (but it can be mistaken for a heading). 

• A tall, thin quote inserted between two narrow columns is 
visually striking. 

Sidebars: As Dennis Foltz explained in the previous chapter, 
sidebars are short discussions separated from the main text. Usu- 
ally they are boxed and/or screened. Sidebars are an ideal place 
to introduce background or motivational material. A few words of 
warning about sidebars — don't over do them. Remember that 
everytime you interrupt a flow of text, it slows your reader down. 
If you use too many sidebars or put them in the wrong places, 
your reader will be frustrated instead of motivated. 

The best place to position sidebars is at the bottom of a page or in 
the right hand column of a right page. Try to make it as easy as 
possible for your reader to continue reading without having to 
"jump over" or "work around" your sidebars. 

Boxes and Borders: Use boxes and simple borders to organize 
content for the reader. Just remember that random boxing and 
bordering will confuse the reader and may clutter the document. 

Boxes can be used to frame charts and photos neatly, so they 
appear to fit more clearly within the grid structure of a layout. A 
content frame of any kind, including tint screen blocks, should 
conform to the column widths on your layout. 

Text inside a box looks best when it's set one point size smaller 
than the surrounding body type, but don't set smaller than 9- 
point type. 

Lines and Rules: Vertical rules may not be necessary to separate 
text columns, but can be used as an attractive pattern. If used on 
one page, they should be used on all pages, unless you are seeking 
occasional contrast. 
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Don't use rules as a cover for a poor layout or text arrangement. If 
content is squeezed too tightly together, or if the sequence of text 
appears difficult for a reader to follow, the addition of a rule is not 
going to solve the problem for the reader. 

Don't use thick vertical rules between columns or sections of text. 
Vertical rules that are more than one-point thick distract readers. 
Horizontal rules can get as thick as your design sense dictates 
without disrupting reading. They can be applied to page or panel 
tops to encourage flow through the document and to indicate 
related columns of content. Horizontal rules can define the bottom 
edge of a publication or brochure, giving a finished look to ragged 
bottom column formats. And they can define the top and bottom 
of a pull-quote used to break solid areas of text. 

Finally, when in doubt, remember with rules and boxes, less is 
more. 

Screens: Tint screens, like boxes, can separate and emphasize 
content attractively. The screens can be used alone or applied 
within an area already boxed. Usually 10% screens are too weak, 
so when you are placing text on top of a screen, use a sans-serif 
type with a 20% screen. 

The quality of the screens also tends to be coarse, so heavier 
densities of 30% and greater can be dizzying when used with 
overprinted type. 

If project quality is critical, consider having your commercial 
printer drop in the tint screens. Then you'll get the density and 
smoothness you desire. 

Drop-Shadow: The three-dimensional effect of shadow boxes is 
very popular, but can be over-used easily. Reserve their use for . 
content that requires special emphasis or for photo accents — if 
your document does not use more than a photo or two on a page. 

Avoid making the depth of the shadow too prominent. If it gets 
more than 10 or 12 points thick, the accent overwhelms the con- 
tent. If you are using a screen for the shadow, don't add a rule to 
it. 

Bullets: Bullets are cues to the reader that a sequence of items is 
provided. Since lists are usually fast and easy to read, bullets help 



Samples of screens. 




10% 30% 60% 



Drop-Shadow with 1 
point line and 20% 
screen- 
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attract readers to this kind of content. 



Bullets 


l 


• 


Filled 


■ 


Boxes 




Arrows 


car 


Pointers 



Raised cap 



N 



Cut-in or drop-cap 



N 



Freestanding or hanging cap 



N 



You can use solid boxes or round dots for bullets. There are also 
arrowheads and bold outline boxes. Asterisks and hyphens are 
faint, weak forms that don't have enough weight to attract atten- 
tion effectively. Stars and other symbols quickly become gaudy; 
and like asterisks, they indicate an out-of-date design. 

In PageMaker this bullet (•) is made by drawing a small line 
using the dotted line in the "Lines" menu. 

(•) This bullet was made by typing an "o" in 8-point Helvetica 
bold and then coloring it in with a black pen. 

Initial Caps: An enlarged capital letter at the beginning of a text 
block encourages the reader to begin reading the text. The accent 
cap can be treated in a variety of ways and sizes. The key is to 
select one treatment and use it consistently. 

Many publications "sink" a cap into the first paragraph of a major 
story, extend the cap above the first text line, frame the cap in a 
box, or reverse it in a solid or screen box. 

When used to accent content starts and logical divisions of con- 
tent, these cap treatments increase readership by about 13 percent. 
If over used, however, the value of contrast can be lost and so are 
your readers. 

There are three basic types of initials: 

• Raised or upstanding or stick-up initial rise above the first 
line. 

• Cut-in or drop-cap initials are inserted into an indented space. 

• Freestanding or hanging initials are placed outside the col- 
umn. 

Most of the popular desktop publishing programs have various 
commands to automatically arrange text around a capital letter. 
You just specify how large and what type style you want the 
capital letter to be. 
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Summary 

Remember to keep your design simple and inviting to the reader. 
By using the appropriate elements we discussed above and plac- 
ing them correctly on the page, you can produce a great looking 
course. However, no amount of good design can make up for a 
poorly written course. Content and design work hand-in-hand to 
produce a course which is visually pleasing, motivational and 
educationally effective. 

The following appendicies show examples of home study text 
pages before and after they were redesigned. Notice how the 
various elements are used to give emphasis to certain portions of 
the text. You should decide what is the most important point you 
want to stress and then emphasis it in a selected way. 
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Samples of Redesigned Courses 



STUDY UNTT 12 
COLOR, SOUND, AND GRAPHICS 
DO YOU KNOW? 



nay the 



a be pcwsacwa m the t*m 



•f ia« CRT screen; 

•t la* text graphics mode? 

ipulcr? 



COLOR AND SOUND 

Throughout these Study Units, we have 
crcutd prof rams that are accurate, useful, and 
easy to operate. Our cmpKuts has bee* on pre- 
senting iaformatioa to the user that is clear tad 
coaciac. La this Study Uait we will see bow this 
output ciA be eahaaced by adding graphics, 
color, and sound to increase the user fneadlt- 
nru of our software. Additionally. *e trill cre- 
ate prQgranu that nave no greater purpose taw 
to please the eyes and cars of the user. 

As we view our natural world, we are ex- 
posed to many different shapes and colon. 
Some colon arc taken for granted — blue skies, 
green grass, flowers of red and yellow, etc. In- 
deed, tf these were of unexpected hues, that 
would be disturbing. Color can. and docs, af- 
fect our emotions, moods, and sense of well- 
being. Colon "cornmuntcaie.*' Traffic lights 
depend on this to control us — red means 
STOP: green says. OK. yellow warns us to use 
caution. Words and pictures could be used to do 
the same thing, but colon affect us instinctively 
and do not depend oo aatioaatity or language — 
they arc nearly universal in their ability to con- 



In the previous Study Unit, we displayed 
menus to assist the user ta nuking choices. 
These pioura were of great value even though 
they added virtually nothing to the inner work- 
ings of the program. Now. when we color ia 
that picture, we may increase it> value many 
more times. Just think of the way advertisers 
nave learned to use this to get us to buy their 
producu. Political campaigns can at baaed on a 
single color to associate a candidate with cer- 
tain desirable characteristics. Thr Romans 
knew this thousands of yean ago. by having 
their emperors cloaked in the "royal" color of 
purple. 



But as exciting and important as color is. 
let us nee forget that it is no substitute for coa- 
tem Television, motion pictures, and maga- 
zines have ail embraced the advent of eolor 
technology, but good movies were made ia 
black sad white (and some still are), aewspa- 
pen arc still being read, and prccolor television 
shows ire replayed before avid audiences 

The effect of adding eolor capabilities to 
our alteady substantial knowledge of program- 
ming may seem to be long overdue We will 
soon be learning, however, to use eolor 10 en- 
hance a well-designed, thoroughly tcsttd. and 
bug-free program. Bright huea and flashing 
lights, as appealing as they may seem, will not 
be that impressive if the logic of ihe program it 
faulty Thai it why we ha»e, up until no*, em- 
phasized content over appearance. Pleasing 
output may be important, but correct ovipn is 
essential* 

The sound capability of the compter can 
range from a simple '"beep." notifying ihe user 
of an error condition, to a musical rendition of a 
song The use of sound can greatly increase the 
value of commercial software. 



GRAPHICS MODES 

Computers display output on the CRT in 
several different fashions or modes. Thut far. 
wehavelimued our screen output to the 'tea:" 
mode While in this mode, we have been able to 
prim all of the alphabetic characters, numocn. 
and special characters that we needed Text out- 
put can be enhanced. ho*ever. by adding 
graphics and color to the display The j/aphics 
mode lets us choose from nine different colon 
thai can be painted in the 32 -column by 1 6- line 
grid of the screen 



Courtesty: International 
Correspondence School* 



After 



Before 



Graphics cuid Sound 



Do You Know- 

Whotoptrofuj? 

What a paferTo It In correxrtwf Hrrrwvjtagv? 

*i no so poem, rcx/l Ox? rrw arjw#a to rruea ana 
mcny mot ommorj QDOUt CTCjCXw onO tOynd 



GRAPHICS 



Visual input in vital to helping humans understand and deal with their 
world. Sight isn't essentia] I o living a full human life, but it's so much 
a part of human eastern that being deprived of it is considered a ter- 
rible loss. In the twentieth century, the importance and volume of 
vivid graphic imagery has been greatly magnified by the development 
of electronic, mass distribution media, such ai slick mapunes, motion 
picrjres. television, and, most recently, computer*. 

When computers were first invented, their primary function was to au- 
tomate and speed up the performance of mithematical calculations 
and data processing. However, with refinements in computer hard- 
ware and ita companion software, the perioral computer an become 
the "canvas" on which modern electronic artists expnm their creative 
talents. 

Examples of computer graphics include the drawing of pictures, and 
graphs (line, bar. and p\e\ and animated screens painted in full Color. 
Even the display of an individual letter of the alphabet requires that 
the letter be drawn in a certain partem called a font Your personal 
computer has the capability so design greeting cards, letterheads, and 
logos: to create th fee-da menssonal presentation ma fen* Is for business 
meetings, to add graphics to newtletten and fliers: and to play am- 
mated video pmea, including realistic flight simulators. 

Computer animal dm involves making graphic characters move on the 
screen In fact, your assignment in the Practice E*em»e forthts study 
unit will be to produce a simple animated program set to music* At 
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JEWELRY DESIGN 



Considering the metal surfaces used in jswelry design, there ere three 
bane categories of shapes: flat, knife edge and rounded (of varying heights). 
Af illustrated in Figure 7.1. a simple rectangular Itnc drawing can be 
'thaped" with the utc of shading. In addition, a number of surface tex- 
tures, or finishes, are used; e.g.. smooth, florenttnc (Figure 7.2A), 
satin (Figure 7-2BI and tree bark (Figure 7-2CI. These, too. may be 
illustrated with shading. 

II. Equipment and Techniques 

The pencil point should ^e dulled or flattened. Some designers prefer 
a softer lead: however, except for * few larger areas, the 4H lead wilt 
give satisfactory results. As mentioned earlier, it may have a tendency 
to be scratchy on the bond paper, so try to coiline your t hiding to the 
final vellum paper. Feel free, however, to experiment: for example, 
if you wish to try a regular wood pencil (23) for shading on bond, do so. 

For smoothest results, the pencil should be held lightly and stroked if. 
a direction that follows the contour of the subject . The stroke should start 
in the shadow and gradually become lighter as it approaches the highlight 
or lighter areas. Bright or light areas are illustrated by a lack of shad* 

ing. 

The knead able eraser is particularly valuable. strtCc it can be used to 
lighten too-dark shading without spoiling the drawing. This can be accom- 
plished by alternately dabbing and kneading the eraser, so that a fresh 

•om 



pitsneo oy alternately dabOing ana xncaaing tne eraser, so tnat a trcsa 
surface is exposed. In addition, it may be used to smooth shading that is 
scratchy in appearanec. by shaping and then drawing it over the work fro 
the darkest to the iijhcest areas. Since the eraser will remove some ef 
the shading, it snould be used with a light touch. 

The French shading stump, a valuable aid for smoothing shaded areas, 
should be used very much like a brush. The lead may be worked directly 
on the darkest shadow areas, then drawn out with the stump; tht direc- 
tion should be from the darkest to the lightest areas, with a lifting motion 
at the end of a stroke. To achieve * gradation of shadow, the stump must 
be stroked in one direction, from dark to light, back.and-forth strokes 
will only even out the shading and should be avoided. 

As described in Lesson 4. a small amount of lead can be spplied to scrap 
paper with the pencil, then the fine graphite residue can be picked up and 
appued to the drawing. Either way. it may be necessary to apply more 
pencil directly to the deepest shadow areas, to darken them. 

The various surface textures of metal* mav be illustrated in either of 
two ways. The easiest method «s to first shade the surface as if it -<*-ere 
smooth, then go over it again with a sharp po.nt and rr.axe fine intersect, 
ing lines for the florenttnc finish (Figure 7- ; At and tiny dots for the satin 
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ASSIGNMENT 7 



HOW TO GRADE 



Why a the pear/ so p/ised". save for 

its punty, 
Tfut wins praise for if ebore ait 

whife ifonej* 
It thin*s so tnghU it a so round of 

shape. 
Without i f*dt or sum. 

Anon 
Ceannesj 
() 4th cenrjry) 



I. INTRODUCTION 

In the last assignment, you teamed about 
the (actors that aCeet the quality, beauty, 
and value o( cultured pearls. In this 
assignment, yoo will Warn to grade those 
{actors 

Fun you w-Jl get an overview of CIA's 
ending system. (hen Seam how to create 
a work enrnronmeru and develop a 
methodical approach that will make your 
work easier, more accural*. end more 
consistent Finally, you will learn how to 
examine cultured pearls end, assign (heir 
grades. 

II. GIA'S GRADING SYSTEM 

CIA's Cultured Pearl Grading System la 
ds signed primarily for griding strands of 
spherical saltwater cultured pear!* It 
uses numencal grades to show (he rela* 
oonahipfl between strands, and to gauge 
the effects of (he vinous (actors on ap- 
pearance, durability, and value 

In some cases, (he top grade for each 
(actor represents the highest quality nor- 
mally seen in the jewelry trade In all 
cases, if represents ihe fleetest positive 

KKJDE 



effect that (actor can hare on value. 
Because different (actors affect ralue in 
different wars we have to handle them a 

Utile differently 

Theoretically the scales (or color, luster, 
nacre thickness, spotting, and shape run 
from 1 to tOO In practice, however, 
luster, nacre true knew, and sporting rare- 
ly tall below 25. while color and shape 
rarely fell below 10 This is because 
there is a lower limit to any quelrry (ac- 
tor's Influence on appearance or ralue. 
assigning grades below this level is 
pointless. At a certain point, pearls emp- 
ty bottom out in both beauty and pnee 

Make dramatically affects the appear- 
ance snd value of pearls used tn jewelry, 
especially those in strands Two pearla 
matched for earrings are worth mote 
than rwo unmatched pearla. and a 
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Stability Problems -Five- 2 



CHAPTER ONE 
THE THEORY OF STABILITY 



Wmle no on* an queKion the ao»iut« importance of a oroper amount of stability m any 
boat, the tact remains tfvai the staled yacht designer does not go into deu.ied stability 
calculations for ail boats of ordinary form and conveniKjrvil loadings. 

Let us draw a simile with another form of engineering. Ask t br«jg* engineer to furrxsh 
drawings for a imia bridge to cros* i narrow strum and he experience tells htm mstintry 
mat a girder of a certain yn will carry the hetv«e-ct truck . On the other hand, present him 
with an unusual condition. Ty a brioga to carry not onty highway traffic but also several 
targe waiar mains. He dart not rtty upon experience m that case ano will carefulry calculate 
stresses for his structure. Likewise, tha inexpenenced bridge 0*z*ym will hnt to calculate 
the toads for even the simplest bodge. 

The boat designer works with the same ideas. After yean of exper*nce. he can octerrr,ine 
by eye wnetner or not his conventioruu deugn will be stable I f the deuyi a al a<l out of the 
ordinary ha makes stability calculations, fearing that hu rudgmenl ot form m not suHtocnt 
to encompass Iha exceptional condiitons. 

The student, however, "fioukl make st»b»li:y calculator* tor ait boats until he becomes 
lamiliar with the methods and ha judgment ruches the pome where, time altar t«me. hu 
estimated condition of stability a proven correct by the mathematical mcnods. 

Stability is that condition wheh tends to r«ghi a boat that is disturbed m equilibrium by 
some external or internal force. 

We know that any object will seek a position where its center of gravity is over the center of 
support Tilt tneob|ect and you will move the center ot gravity so thai eventually tr-eC.G. 
wilt be shifted to a point where there is no suPPon benaaih it and in* objcci will i»\t over 
into a new position Unless moved again, it will retain ihn l»t pouion mdel^iteiy The 
positions of rest are known •* equilibrium. The only object thai <s always inequ«i»trium n* 
perfect ball. That ts due to the tact the the bait - providing it a of simitar material 
tnrou9hOut its contents - has its center of gravity directly m the cenii- of its area Roll the 
b«H along a table too and The CG will move vmnariv sideways but a*"*vs the cenier of its 
volume will be al the CG. There lore, a bail cannoi reach a condition where »t moves of its 
Own accord unless the table top >s tilted, then the CG does move away from ihe center c* 
sue CO ft and the be 1 ! rolls. Figure 1 on Plate I indceiet tms m a ratner exaggerated «orm 

With a boat w* have no sucn ideal situation Instead of a bail we have a ihaoe «n<h has a 
Changing CG due to variations m loading. In place o< the smooth table top we nave the 
con run try shifting surface of the sea. Yet we cannot permit our boat to reach a condition 
under any conditions ol wind, weather or loading where the CG can overhang the center of 
support. As you know, m our boat work. w« call the cenier of sucooft tsvt renter of 
buoyancy (C3) 

Our boat must, therefore, nave a form, and be » leaded, that the CS is always n such a 
piace that it e*ens an upward 'orce greater than the downward 'orce ol g'avrrv As action 
and reaciion are equal, the only way we can get tmsCB force to Overcome the, gravitational 
lore* is by the use of leverage 
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Chapter One 
INTRODUCTION 



In our earlier discussion* of hydrostatics, (t was shown that the 
attitude of a boat floating in calm water is due to the interaction of 
weight and buoyancy The combined weight ot til ot the items that 
ara ustd to budd and equip a boat, as wall at everything alte that 
it on board, can be treated as a tingle force Thit. resultant force 1a 
considered to acl vertically downward through the boafa CG The 
resultant force ot buoyancy which ia equal in magnitude to the 
waichL Is considered to act upward through the CB of the boat m 
order far a freely floating boat to b* In equilibrium, the forcat of 
waight and buoyancy must be tn vertical alignment. St the torcet ara 
nol in vertical alignment, the beat will rotate to at la bring liiam into 
vertical alignment. 

Figure 1.1 ehows a crott section of a taiibcat hull floating uprighl m 
"calm water*. The force of buoyancy baiancas the weight and both 
forcat ara vertically aligned on the eoat't cenierlme The boet is *n 
a tUteot upright equilibrium 



1.1 STATICAL AND 
DYNAMIC STABILITY 




Figure 1.1 

UpNChf fqur/iprtu 



Now assume that we want 10 heel thit boet lo port Oy running a line 
from the masihead to a winch located on thore We will introduce a 
heeling force by winching m tome line, end we wi'l continue 10 lake 
■n dne until the b al ■$ heeied lo angl»-*> (theU) Thit COnd.tion ia 

Chapter t 
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student instruct ions 

Read these Instruction* before alt else falls! 



HCU TO SEND LESSONS 

1. Send in each lesson as soon as It is ccpleteo. n*v*r 

ecci*uia+e l«*SOn* tnd stnd tnen in til at one*. 

2. Se-c no ror« tnen 4 lessons in ore envelope. Co not put 
lessons ""on cltferent courses .n the sa*e en*e"Ope. 

J. Fold itssons evenly in thirds virn the needing *pided Ovtr 
♦he lower th,rd. 

4. Be Sure ro use Su**iCient postage return. no lesser*. 
(In ♦►.e j.S. fo*r sheets cen se sent for one ■ ** class 
Ittttr stort-e.) 

5. Ml rec>es'S *Or soec.al delivery cn exams "us? include 
stamps 'or postage. 



AVOID LOSS Cft DELAY 

1. writ* tcgipiy Alucys give a zero t't tan-e ars address 
on t-.e lasei suppl itd. 

2. Always jSt yOvir: 

Registration Hunp«r 
Cl»t.-itution N«tf 
Zip Coct 

3. Oo not overst u M tnvtiopts. 5e* I securely. 

a. weigh hea*y letter j. 3e sure tc use the ccrr#c» amount of 
postage. (Postage due «eM is always delayed! sometimes tcs*.) 

5. Keep your account paifl up to date. Service cannot pe giver i* 
The ecccjnt is overdue. 
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How to Send in lesson* 

• Send ia tsch tauoa at sooa as 
it is coespfeted. NEVE* 




*« ia all at oace. 
Do act put lacaoae front 



FoM '—i — evenly b thirds 
with *e head** Moed over 

114 low* thirl*. 

Sad ao store dun four 
tesaoee mi oh envelope. Be 
sure ID vie sufficient postage 
ia rerureing lesson*. (Is d>e 
U.S. four sheet] cat be seat 
for ok first diss lewr 

Stamp.) 



Avoid Lots or Delay 

la order to avoid tots or delay 
of your leueas yow should 

always: 

• Write legiWy. ALWAYS give 
a comptrte um and address 
on the yellow Mailing slip 
supplied. 

• Atwsya esc your: 

S rudest number 
Course code number 
ZIP Code 

• Do not overstuff eavclcpea. 
Seal securely. 

• Weigh heavy tecum. Be wte 
to use the correct amount of 
postage. Postage-due mail * 
always delayed, sometimes 



Keep your account pad op so 
dale. Service caaaot be givca 
if the a 



Grades 

Generally apeafriag, yoac 
letsoas are not evsk tad on a 
percentage hull, hut 1.1 scores of 
salty Mwliau who have taken Che 
sine course are ctMeparsd. Your 
teacher has had assple dasarooai 
cxperiaace aad k oo asts ad y 
comparing your wort whh 
dssirooss schitveasaat Each 
teacher has Isv e lopsd grad'ag 

Specific aaastioas show your 
graaat shoaM he airaoad t» your 
" yasd should be 
■ hytteiatM^or 
pagt/s smh aA. Quearioas seat ia 
«hea the aawse k eaaaasas 
cannot raise yew grade. 



approtimeiely SO percast at eNe 
final grade. Midterm ctaaa count 

15 percent and daily work 15 
percent. To past an HSI course 
the ttudtat must pass the semester 
ciaras Grades are issued as A, B. 
C. D. or F. The pass-ha ootioo 
ts vv gyailebtt oa correspondence 
courses. FuuJ grades acaot be 
issued until all daily work and 
exams have beta cotaptsaa*. 
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LESSON 1: SELECTED NOMENCLATURES 
AND CLASSIFICATION SYSTEMS 



In previous modules you hive been Introduced to the major System used tn US 
health care data c1»$stf tcation today—ico-9-CM. There are. however, other 
classi f tcation systems which ire currently used in special health data collection 
systems or which have been widely used in the past that are important to know 
about for retrieval of archival data. Closely related to classification systcas 
arc nomenclatures, about which you should also becoae faaillar. 

Nomenclature and classification 



Nomenclatures and classifications are systems for standardizing and concisely 
describing health Information. The terms nomenclature and classification are 
t«o distinct, though often confused, terms. Each Is important in the recording 
of health information and the terms should not be used Interchangeably 

The word noae'dature is derived from the Latin *nomen," meaning itajse, and 
"calore." ereantt,*: to call. A medical nomenclature is a recocnized System of 
preferred teraino'ogy for recording disease Processes. It establishes the 
correct terss to be used in describing the conditions affecting a patieit. For 
example, the preferred terminology for "Volkmann's contracture" is "contracture 
due to Ischemia." Soth terms relate to the same disease, but "contracture due 
to ischemia" would be considered the medically acceptable name, i.e., the 
appropriate nomenclature. 

A medical classification system is a method of arranging disease entities m 
groups for reporting of quantitative data for statistical purposes. tn a 
classification system, preferred terminology ts not always used. Epon/ms and 
lay terms are included, as well as preferred terns. In addition, a nusber of 
related diseases may be grouped under one category, such as "other disorder 0 f 
the arteries." for reporting purposes. 

In aany nomenclatures and classification systems a numeric code is assigned to 
each medically acceptable disease term cr grouping of disease entities. As you 
nave seen in studying lf.O-9-CM. coding is the transfora-.ng of verbal descriptions 
of diseases, injuries, and operative procedures into numerical designations. 
Nomenclatures and classification systems do not necessarily have a coding system 
associated with them, though many- do. tn t?;is lesson, you will be introduced 
to the most common nomenclatures and classification systems, but will not be 
expected to code using these systems 
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Lesson 1: Selected 
Nomenclatures and 
Qassification Systems 



tn previous modules you have been introduced to the 
major system used tn US heal did* data dasatficaaon 
tothy-ICD-9-CM. TteK*re.hcrt*ever.aherdasiafiea- 
don systems which are currently uaed in special health 
daua^ectSons7SUmswwhicnnj>ebecnwv)tlyused 
in fte past trot ar t important 10 know about for retrieve] 
of archival dm. Closely related to cluriffcason sys- 
tem! are nomenclature!, about which you should also 
become familiar 



Nomenclature and 
Classification 



Noraenclanires ^classifications ire systems for stan- 
dardizing and concisely describing heal ch inform anon. 
The terms nomenclature and dim flea don are i*o 
cuttriLthoufh often confujed. terms Eadiistmpor- 
unttn the recording ofhcalih information and the terms 
should rot be used inierchanreafcly 

The word nomenclature is denvrd from the Latin 
"ncmen." meaning name, and "Catore." meaning to 
all A media] nomenclature u a rccognued system 
of preferred terminology for recording disease pro- 
cesses. It establishes the correct terms to he used in 
desCftbUig the conditions affecting a patient, for 
example. Cie preferred terminology for "Volkmann's 
contracture" 1 is "contracture due to ischemia.** Both 
terms relate to the same disease, but "com racrure due to 
ischemia" would be considered the medially accept- 
able name, w, the appropriate nomenclature 

A neoacal datmficitlon system is a method of arrant- 
trg dUeaac entioes in group! for reporting of qu aneu- 
dve data for lutuocal purposes In a classification 
lynrm. preferred terminology is not always used. 
Eponymi and lay terms are meluded. as well as pre- 
ferred terms. In addition, a number of related diseases 
may be grouped under one category, such as "other 
mnorden of the aiMAes." for reporting ovrpoat* 



tn many nomenclatures and clasaftcanon systems a 
numenc code is assigned 10 each meOca*ly acceptable 
disease arm or groupuig of disease enuaa As you 
have seen in studying (CD-9-CM. coding a the ffinv 
forming of ve roil c*sen peons of duascs. tnjune*,ifld 
operative procedures uuo rwmenea] designations. 
NomcncUtures and classification systems do not aec- 
cssanly have a coding system associated wuh them, 
thoughmanydo tn thu icnon, yog *iU be inuoduced 
to the aoa oammon nomenclacu res and rtuti ficaoon 
Systems, bui wj] not be expected o code using chese 
systems. Figure U 1. 1 displays the defirudon* and the 
c^soncuons between nomenclatures. Uaanrlcatxorm. 
and coding systems. 

A variety of nomenclatures and clasnfiaoon systems 
will be examined in this toaon. Not aO of the systems 
dasauaed are currently in use. Il is important, howevrr. 
tour^mar^«3rocOfu^cJdeii7iit4-^icca«iacr»c4Jth 
informidon management practitioners may be olkd 
upon to retrieve records using old cUsxificauon sys- 
tems for research studies. Also, some of the system 
discussed have been developed for special ued uses, 
such as pathology. v>ruch the health informaoon man- 
ager may not use routinely, but about *fuch he or the 
may be called upon to implement or provide advice 
The sysiems de sen bed within this lesson are the moo 
common. Many other sysiems exist which are often 
highly Specific to the facilities »rach created (hem 
Health information management praeioone rs xhoulo 
be aware of ai least the mosi common data systems 
avajable in order to assist in ccllcaxf appropnaie 
health dau. 

AS the medical field changes and advances, so will the 
need for collecting healthare data ounce. It u the 
rcaluHinfOrmiiunmaructmempocsuorfc 'sconuru 
ing responsibility to keep abreast of new and revisec 
classification systems as they are puMtshed Figure 
14 1 2 provides liable of how some of the major dau 
aymcmi have developed to date 
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Historical Entries 

1 It was previously established that, in order to provide 
useful information concerning the financial status of a com' 
pany at a specific date, and concerning the result* of its 
operation for a period of time, it is necessary to record, 
classify, summarize, and report on all of the company's finan* 
c:al transactions which can be measured in dollars. It has 
also been established that these financial transactions, when 
recorded, will ultimately affect the company's asset, liability, 
owners' equity, revenue, and expense accounts. 

It was learned that those transactions which result in 
revenue being earned or in an expense being incurred are 
recorded in separate accounts. This procedure makes it pos- 
sible for managers and owners to ascertain information per- 
taining to the amount of a particular revenue or expense 
activity and to determine the degree of operational success 
by comparing total revenues earned with total expenses 
incurred. Through the use of separate revenue and expense 
accounts, managers and owners have access to information 
relating to the causes of net income. This information is 
valuable to them in their decision-making function- 

All the transactions recorded to this point were the result 
of business events measurable in dollars. These transactions 
usually occurred before the entry wis recorded, and they 
were easily identified by the documentary evidence prepared 
as a matter of routine business procedure. Entries made 
after the event takes place are often called historical entries. 
The documentary evidence which supports the entry is 
brought to the attention of the accountant for the express 
purpose of analyzing the transaction's effect on the firm's 
account* and of journalizing it accordingly. 

Examples of Routine Business 
Documents 

2. Among the routine business documents that accoun- 
tants are continually working with are the following: 

1. Clucks. Checks are bills of exchange drawn against 
the firm's bank account. 
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Historical Entries 

1 1 was previously established that the preparation of useful inform*- 
Lon ibout the ruundal status of ■ company at a specific Gate, and the 
rrsultj of its o pennon (or i period of tune, require the accountant to 
record, classify, summarize, and report on ill of the company's finan- 
cal trmiamonv These financial transaceons. v. hen recorded, wUl ul« 
rimaiely affect the company's asset, bafctluy, owner's equity, revenue, 
and expense accounts 

Those transactions which result in revenue being earned or m an ex- 
pense being incurred are recorded in separate accounts which could 
be considered to be tempo nry subdivisions of the owner's equity *c- 
ci j'i The use of these accounts, which measure expenses and reve- 
nues over a specified penod of time, makes it easier for managers md 
owners to ascertain information about the amounts of particular reve- 
nues or expenses during a penod of time These separate accounts 
also help ma rug en determine the degree of the operanorul success of 
the company by allowing them to easily compare total revenue* 
earred with total expense* incurred Krow ledge ol the amount bv 
wruch revenues exceed e«penses. called vt ncoirt.-. is essential fo? ihe 
decif;on<making function of management 

All the transactions recorded to trus point were (he result of business 
events measureable in dollars These transactions usually occurred be- 
fore the entry was recorded, and they were easily idenhfied by the 
documentary evidence prepared as a matter of routine business pro- 
cedure Entries made after the event takes place are often called hafsr. 
KJtentrxi The documentary evidence which supports the entry 
initiates the attennon of the accountant. *ho then analyzes the 
transaction s effect on the firm's accounts and journalizes it 
accordingly 
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Examples of Routine Business Documents 



Among the routine tusir tit documents that JcmunianiSatr rr"M;i 
alh working with are the (cllovun^ 
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ASSIGNMENT ONE 

INTRODUCTION TO HOTELS AND MOTELS 



Ri qu ire d Roexfing 

Chapter 1 in the text. 
Overview 

Hotels And motets vi full ol variety; no 
two proper t>es In the world are exactly the 
Ume. A* A result, the attraction of a hotel or 
motel to the people who work and suy there 
depends upon a number of different elements. 

Although the purpose of All hotels is to 
provide lodging facilities for gueiu, hotel* can 
be grouped into many different categories. 
Hotels can be categorized by ixx« or by vari- 
ous other criteria— for example, whether they 
are commercial, airport, economy, suite, 
residential, casino, or resort hotels. 

Hotels can also be grouped into service 
levels. The service levels be broadly 
labeled *world-cUss," "mid.r» "»ge." and 
"limited." Amenities and conveniences for 
guests are most abundant at the world-cuts 
level, and decline in elaborateness in the mid- 
range and limited levels. 

Ownership and affiliation difference* are 
other ways to group hotels. Some of these 
types include independent, parent company 
operatedi management contract, and franchise 
and referral groups. 

P e r f ormance Objective* 

1. Exp Urn the reasons why hospitality op- 
erations are attractive to hotel personnel 
and guests. 

2. Oef ine "hotel- or "Inn." 

j. List various categories of hotels and de- 
fine each category. 

•. Discuss three levels of service in hotels. 

5. Define the various types of ownerthip and 
affiliation of hotels. 



Key Princsptaa and Canceyta 

I. Hotels are exciting plao-r* to work and 
visit for a number of reason*, Including! 

a. the overall ambience and design of 

hotels. 

b. the expectation* of guests, and the 
diversity among the people visiting the 
hoteL 

c. the position of hotels near tfte heart of 
the community** life. 

7. A hotel or inn can be defined a* an enter- 
prise whose primary function is to provide 
lodging facilities for the public The ho- 
tel may also provide restaurant service, 
room attendant service, uniform »ervice, 
laundering of linens, and uee of furniture 
and future*. 

3. Some common classifications of hotel* 
includet 

a. Commercial hotel*— which cater pri- 
marily to bus ine u clients and are usu- 
ally located in urban areas. 

b. Airport properties— which are located 
near airports where travelers have 
ready access to them. 

c. Economy properties— which are de- 
signed for co st -conscious travelers and 
which offer tew "extret* for their 
guests. 

d. Suite hotel*— which arc characterized 
by guest accommodation* that include 
« separate bedroom and living room. 

e. Residential hotel* — which offer their 
guest* long-term occupancy. They 
may provide the same daily services 
that other hotels do, Ce., house- 
keeping, restaurants, front desk facili- 
ties, telephone service, etcl. 



Courtesy: Educational 
Institute of American 
Hotel and Motel Associa- 
tion 
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Introduction to 
Hotels and Motels 

Tho Attraction of Hotels and Kotols 

' Exciting fun. restful, quiet, full of vanefy." are all expression* used 
to desenbe hotels and motels Every property Is different Because of the 
p«.?^te who work and suy there. Excitement prevails because no two 
day* are ever the same The guest* keep changing — from the myrtenoui. 
intriguing, and fashionable to the Stolid, demanding, and world weary 
who have seen and experienced it all. Cuetcs will scmeemes undergo 
startling personality transformations during their hotel suy*. 

The challenge of hotel work a adapting vour personality and tech- 
niques to meet the property's obiecCves and* the ever changing needs 
and demand* of guests Ellsworth M. Sutler is credited with saying. 
The guest i* tiwtvs right." 1 and many would agree wholeheartedly 
with that sentiment On the other hand, an anonymous wit later coun- 
tered with "The guest is not always nght. but he I* always the guest." 
Therein, ol course, lie* the heart of the matter the ultimate challenge to 
the hosptUlity professional is adapting to guest needs without an- 
Ugcmsm on either side 

A hotel or mote! is in many ways a fun place to work. People are. 
by and Urge, tntnguing Why are they cooperative or uncoopentive > 
VYhv do thev dress the way they do? Why are they (in some cases) can- 
Unkerou*' Why art they nice' Hotels and motels are among the few 

Etaces outside pure entertainment enterprises where people go solely to 
avefun. Guests go to a hotel or motel to enjoy its guestrooms, lounge*, 
resuurant*. game rooms, pool*, and recreational TacUtbei The guests' 
moods can be contagious. 

Certainly most front office suff members' days are full of variety 
The diversity among the people appearing at a front desk keep* the tuff 
on it* toe* Cueet* and potential guests an include families with tired 
children, business execunve* of major corporations, conventioneers, 
tour group members, average people, and even celebrities. Each guest 
has different needs, wanu. and etpetution* and the front office suff t* 
expected to fulfill each request The guest* s saturacoon come* first In 
addition, the front office suff must be able to efficiently operate several 
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Samples of Great Looking Courses 



RESERVATION OBJECTIVES 



*■ D'-mars object"? .»nen pUong 

'C»<f 'vation* should be JO connrm all Qt 
tne «e r sic«> the client ha» -equested 
Tne'e *si|l oi course, be -are occasions 
w^en j cm* vatlinn cjte -na\ be >o'a 
out — pdTicuU'K during aeak sacation 
pt" ocs and times ot nol das trasel 
Entou'aging soy client to oook earls is 
one ssas to help JsO'd tr. - sruDlem At 

fin-es •: s jnj\oidibic :n 'hese 
situations. »ou must nuke TsO e»tort 'O 
t.T. j *u-tarjie Jifernjiis^ -0' the 

c'len: — ore -hat cio*ds •«» 'he ongma 
'♦•Cuesr T'-en sou 'seeo :o acsis* .our 
cJ.hoi o» tre charge in p a-v Orten t 
mjs re possible to put :*e : *"st on j 
ssa i'ng >isr 'Of cjnceiiatio*» :n 4 new 
anc chj.iengmc situation .»cn as thi» t 
i» ods-sjoie to vsork urde' *«*e gutdjncc 
<jt sou' rnmediate supe-% «o' At vou 
gjir net ana Tiore espe' eice in wu' 
n«*vs sso-k envo^TieTt sv i!t become 
■nt r ea» "-.g'v ea«s *o hjic - 

'"orf OD'ective .s«e- olaci">g 
-esvr.j? rvis -s *o restrc: :re 'eicphor*' 
•irre T-h -rr,st e r'-oent —*Tod ot plac* 
■ n s -.jtion. -s to orga- ze the 
r>e«.e-<5" :nior^at.on :or -e call 



BEFORE -e cat: s s-ai.ee: nis 
sou ah need to *pend 'eiephone 
firre 'ocat trase: cates clien 1 na.-e» 
e*c Thi^ -a*k will t<e^ easie* 4s .vi. 
probes' :-rough sour sti.o»es because 
•ne rv%e".a*'on procedure* a^a tef* 
mmolocs .s.il become -ncreasmgls 
tamilur :o >ou 



Cl Funny Jhinq Xappxnsd. . 



Somite -ears aso a :wi>e-ge' trac- 
ing .s - a snail puocs JKvo*x*e'j 
rr\ t:c«e* counr.e' at r*>e a:*pon 
Has-? a »seakres- - cr >ma.' 
cnilcif and ar».*^j:* ; asved to 
hold • 

Ftoinrcj :o tne Duo??. ">e -e\t 
passc<er adsi>efl .t .»as jo«ng. 
"Yps ! *.no\\ ' I <a>d *hin<irg h« 
nsean: ?i 'he su"r 

The pa-^engp' c^ca—e aa-ra'ed a^ 
rppfa-ec It - and r»dt«od " 

s-a— £ dossi trfc "^n: qt -ne' 
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.1 ij'flon clob •"■g's' u se ctidfp'tti ^U'O' 
•<i ono-u" a rour tw -orii^ $.kov-u 
pti.- ni. ».es jff fndli«Ns 

> gh;^«Tij! bus tour* are >exu>ar's 
sC'i.'sluled -or tours ot a local area 
usujitv isnh j ?uide to point out The 
sijnrs and ?ivp ,r:ter*»stinn bacKii'ound 
tn'o'natton These tours can be comn:n- 
ed .suh otht?' eseNs and accommoda- 
fo^s ro T>a!ie a more extensive tour 
Thes D'Osido touf«rs \sith an excel'ent 
ssdi to b»Nomtr iar-»u;a' svith a ness ct\ 
i>/ «^e *he smnt> ssithou; h,M^n *o d»is* 
jr-e^scues Thes rra* be sold at r«.ket 
co-."*:ers or 'hrou^ fiaii trase! aseirs 
Est'-^fir :ull-t r>e ca'f»' pos'tiont as 
»si» a- pjr-[<c>if a"d «ca>onai io'd* a* 
asa arjie .suh bus companies 



^% I 



t.o-. TICKET AGENT 
INFORMATION CLERK *m 

m >a'(t? aid smj.i a^N sMfioos ir> 
sma..f*r >tatiois o°e oervon usua"s 
n^ndies ooth |ob« a.'8»" bus station* 
rois s^oarare tne ions 

Another pos-tKj^ vsith hut 
llllf companns .s TOUR CUIOE .v 
TOUK ESCORT Thi, -nter«t.ri} rrjs?. 
position imotve^ esCOl n$ groups or 
bus tours \ strong bJt.V«rour.d 1^ 
tjeoprjor^ .ir.d jn\ o^er sp^cia 1 'nre^-'N 
sucr» a* iisTorv nature sports rv *ne .<vo 
vstl! add to sour ,a!ue as a tour ess"" 
Tne jon « demands You »sil> b* 
a'spons.oie »or :he «avts cor-'or a^ct 
aipp-^e*. of the e"'-e woud ^e'ev.-e 
good .SiOiTicnt par e-ce and «ur u ?.i. 
are esser-'ial charac'*':srics 




LOOKING DACK 



Remember the jtagecoache* in all the old western -noviet? From (he 
company— Weill Fargo— grew what v*e know todav a American E*pr«> Thev 
tint usued iraselen; checks in the 1800's. then grvjuallv expanded services tor 
travelers Eventuailv. officet were established in mar , foreign cities. From the outset, 
these were places wnere money could be exchj .ged mail picked up. and sound 
advice found concerning the headaches cauvd Ov being far from home. 

Other travel agencies formed to represen- vteamship lines on both coasts of 
me United States vtany expanded their opcrat vis to include wholesale and retail 
tours such as Mississippi River cruises, excursions to national panls. and trips to 
the reson areas of Florida. California, and Hawaii 

Although travel agencies were alue and well from the 1800's on. the 
phenomenal grow«h ot the airime industrv changed the mdustrv beginning m the 
i9J0"s. The trasel and tourism industrv receded a tremendous boost following 
World War II Many agencies ope'atmg todav got their start in th.» post-war era 
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HISTORY AND DEVELOPMENT 
OF DESKTOP PUBLISHING 



Introduction 



In i>rder to understand the utnifKanor ot drtktoo pubbihjnt. t * 
neco^n «iou 4 bit about the ru>iorv 01 pnnnns and the wav it 
Kjs «h.iprd the uorEJ as i»e Vrwu it. 

DTP a :he hte>t technological »tep :n a process -hat ra» been ev civ - 
in* -or er 500 vear* \r>d j » talent and technology comboe "c wn- 
nnue the proce*v :t * *at< so uv that DTP « nowhere near 'Jw erd of 
the line 



Fifteenth Century (1400-1500) 




The rcH'ti »it DTT *o ai: the iv-iv back, tj the T«dr.rteen(h or-c-n 
Europe and i man named lorann Gutenberg Fij^ire 11* 

Pnor coths ome.theonlv printed materials available were w-~en 
out bv hanJ. These uere«»\pcn»:\e anj oruV available to ar.stvCJO. 
scholar* ard den;v rr ember* Mott ot the common people uere 
Jliterite 

Gutvrbeni « torrr.buoon nrvoiucoru/ed the *»ortd b> mafcm* rtiJstj; 
materui attordjDie and available to aim.*: anvurv '.Vhat Gj-errvrii; 
invented u j» j >v»:ern oi -iMuMe rv.re iFitrure 12' Li ih;.* pnr— -< 
svttem the !rttm ot the alphabet were individually created en meta! 




4 V.-i«i i* thtr iMi.oarr.erta pnrcipli N '-f d m: *!.-<-»*■ *nd pn''«»- ~aphi * 
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Respiratory 
Care 

Assistant 
Program 




California Collvgt for Health Sdtncat 

Ziih Strsei - NiComI Citv CA ^l«JM 



Courtesy: California College 
for Healtli Sciences 



Objectives 



Gkc.-. definition i :e.ite3 to irtoric.C itrav-ture in J lun«.uon. iden- 
:its -ne - :ne.: -e*ni> 

tdc:mf> <?um .-rei.fij(\ii.ai ...'vuji'.cmtKi of 'ne -i»rra* and 'e^oe. 
nze ones.: wcn».epu .n ihoracu" mcLriamci 

(dentifv ibn>.:ionaI wluraitcruncs it" *!ci:cd ir.orii. *. itrj<.:ures 
ind 'ccogmic kOrrcti .onispis .n :nnrav.ic lunxiton 

■dentil*, three fo^e* mat >uo«.e me tnonx and revenue .orrrts 
>u(ciWMitle««:ibin$ trie Mjun."*; jftd effects >f "ftese iiutci 

Major Functions of the Thorax 

The iwia pratcca and eja.!dKi :rte rteit. lungs and pea: vei\eli lt» 
pnman -uncOon 11 the but* eunanje bcr*«n atmnipriern. and Jivcolai 
{uci venuUtory n\tiit.\c* contract inti teiax. Uic 'notix moseV 
.ni.rfi»inj and Jecreaiinj its internal volume and genersrinf "adal jis 
movement. 

if .n u v«.ir»e ndetpr- «oiunurttt ..lose .our f/smf *ndfle* vnur 
abdominal *rtd che« munJev sou iin treatlv increase mtra-abdamutal 
ind infrtHAurtetf prrilurrl This is ..ailed a Valsalva m*ntu**r T*n 

r. "r ^rtjie n'eraai presses it ir. nponani «e-.andars 'unts- n ii 
■ne n«-fai jtsd <s cs.ential <u ouj.liRg. Ji«:;ng vOm.fir^ Jeftcatian 
unnanoit ind panunttiti 



I: 



.:o*e *our t *i«<ttis and men attempt 'o brejt, K e .n :ee?i> nira 
and intnttioracc pressures. ic%rc<ivc THis .s a Muttltr 
jnd is a%vt..*lcd *itn tn.«uppinf 



Mechanical Characteristics of the Thorax 



Capable of Motion 

Vvhen apon By . cililatory muscle v the bony thorax moves .flan* 
•rt»; is »nace and mie/rul volume This <* possible bevame "he 
• COUurrntbraJi joints 'ormcd -»he'f Jib\ attitl to (flora*. m. s-ettefifae .ire 
-novejft.e In front 't>f .nsial ..ariiafei arc •cretihable >r jet<irm-bir 
TV ^ spf , -l jrrjcu/atJum Tute < pOsitt e :or the eneCrac rPs 3rd 
.tc—w" a-' ♦» h»k n "iiaiifn -y arwiw 
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Outline Drawing 2: 
Lines in Art 



Introduction 



Vxhing in narureu composed of a line This aught sound funnv at tint but 
\1 i-ou think »Nxji it tor i iwxncni, and artfully observe the obi ecu around 
vou »ou will discover its true 

Objects m rucurc luse three dimcTiiions heigh:, width and depth I'nfortu- 
rutcls »-hcn we re limited to flat pteco of paper its impouiblc CO accurately 
draw in ihrcc dimensions Instead, trusts frequently use lines to "describe* 
ob)ccu m rum re and show the edge* or boundaries of those obiccta. Viewers 
krsow thai in reilitv there aren't Una on ihe edges of tr-e*. rock> and nvcrs 
Bui. lortunairtv. ihef understand the 'language" of an thev know what tire* 
represent, and will mentally fill in *ok linn with memories of the three 
dimensional objects described m the drawing, bo. by us tng line* to indicate the 
differences tn value between object* and their surroundings, anists on create 
realistic looking, almost three-dimensional drawing 

In drawings, lines arc frequently used to outline objects and add i few 
details But thev don t base to be limited to Just that Rv ^iryinjr. the strength. 
•,-uJih and darkness of lines, vou can express a (pen deal about the obiccs tn 
ynur drawings, and about vour thoughts and fcclinp for those obiecTs 

Lino can also be used far shading You will learn more about ihading with 
lines later on in vour an studies 

This lesson will introduce you to a number of qualities of lines, and »"*n 
artists use lines But vour study of this subject should n t stop here In your 
other lessoru. and in the world of art around you. take care to observe the way 
other artists use lines. With your own drawings, too make it a pan of vour 
regular practice tune tn practice Une drawings This can be a quick wav in 
nuke notes to voursclf about a vinery of obiects. refine the qualities of your 
lines and develop special wxvs of using those lines tn your artwork. In doing 
thai *uu can make vour line drs^ongsdufcrent from those of ant' other arusi tn 
the world 

Of course, as we've noted be/ore. copnng another trust* writ can be 
excellent practice »Tven vou sec a tine drawing bv another anisi try to tupv 
the dCMrcable line qualities you set This wUl be good experience and will 
strengthen vour abditv to create cflective Une drawutgs of vour own 



Major Lines of Direction 



Aj-tLiu use lines m a vanctv of wavs That s whv «t\ important for vou to I eam 
to idenii/x Mtmc <i the different rspes of lines and their various uses As vou 
continue ro vtudv art. ihe abiltts' to use lines effectively will be very important 



As ithi begin to think about lines consider the effect vanoua lines have on 
viewers Veil bepn bv trulvung maror lanes of dtrectson and the general 
effects of each 



Horizontal Lines 



The honronul line usualls goes the feeling -if rest or relaxation It hnnp to 
mrnd such things as a person !\ ing down, a fallen tree or a dog spraw ted out 
a,vtcep on the floor bxik n the examples shewn here 





Fjch nhteit appears tn be at rest hecause .t is drawn pnmrnlv with 
hnnrontai lines The largest basic shape in eath is tn a horuoru-' position 



A second feeling convrved bv horuontal lines is one of stahilitv This is 
esprctalli- true when a horizontal line ts drawn as a have line for an ohtect 
Because such tines often rest flush with the ground a floor or a table the* 
luggCM m » irwers a feeling of stahiurs not raol* moved or thrown off halanv c 
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A Profile of the Successful 
Small BuiineMperson 

The requirements for managing your 
own small business are not signifi- 
cantly different from those needed to 
be an executive in a large company. 
These requirements include traits 
such as initiative, leadership abilities, 
organizational abilities. decislon-mak- 
Ini? skills, integrity, physical energy, 
and work ethic. However, there are 
some traits which are particularly cru- 
cial when you decide to go It alone and 
stan your own business. In tact, the 
absence of any of a handful of key 
characteristics could hinder the 
growth of your business. 




A Self-Critical Disposition 

All business executives mi'c mistakes 
from time to time. This is wi y large 
companies are run by boar is of direc- 
tors, and why managemen people at 
various levels spend a (air amount of 
their tune in meetings receiving input 
from other executives and department 
heads, and having their own ideas 
carefully scrutinized. The independent 
small businessperson, particularly one 
starting without partners or profes- 
sional advisers, may feel that he or she 
is being spared the tedium and time in- 
volved in these activities. In fact, you 
may be interested in starting your own 
business precisely so you can roll up 
your sleeves and get down to work and 
not be constantly involved in meetings, 
reports, surveys, projections, and 
other sons of administrative dudes. 
True, some corporate types are too 
much talk and not enough action. 
However, some independent small 
business people suffer from the oppo- 
site extreme. 

A small business is truly a small trot 
in a sea. and you must avoid becoming 
swamped by your own enthusiasm. 



While enthusiasm is a must, at every 
step of the way. you must play the 
devil's advocate for your own ideas, 
particularly those which you seize 
upon most impulsively. Always at- 
tempt to analyze them from someone 
else s point of view, especially the 
point of view of your potential custom- 
ers Will they share the same enthusi- 
asm for an idea or a product that you 
have' 1 Can you realty see people in 
large numbers wanting such an item'' 
Is it realistic to expect that you can 
grab their attention and interest and 
convert them into customers at a rea- 
sonable cost'' Ask yourself the tough 
questions. a*id force yourself to be 
painstakingly honest In searching for 
answers. Before following your own in- 
tuition, you should conduct at least 
some informal research with some pro- 
spective customers. Pre- test your ideas 
with a small sampling of typical pros- 
pects. You might be surprised by what 
a friendly cup of coffee interview with a 
few of these prospects might reveal Of 
course, tf funds permit, you should 
conduct more formal tesearch, such 
as mailing questionnaire*. 
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Drafting a Production Budget 



A-ii- voj w w«thed out *pe-» with your 
cent, ricx* yep o tc g*' 0*;* from 
vendors tha* Wt you kno* hou 
much meeting *pec» wit co*: Her* are the 
sups you d lake sc -Onraci fot panting a p-o««c: 

1 Soiicir bids hci*. sever*! comparable pnntcrt 
iw-itn rc\.;-- specsi 



2 Ge* a f 
ptete fi 
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Desktopping Great Looking Courses 



ASSIGNMENT 4 



Geometric Rings 

Sketching nngi bated on simple 
geometric dupes u txry if you follow 
these *eps. Here you'll try a rectangle, 
but yoo can use the tame method foe 
other geometric shapes. 



Sketch i nil band on tract nx 
paper. IV the Tracing Master 
for Ovals xs a sire guide, and 
sketch the band about 5 mm 



On a fresh sheet of Iracint 
paper, trace the rectjn£le i A) 
from the Tracing Master for 
Geometric Shapes. 




CD 



Place the traced shape over 
the sketch or the band v> Ihe 
rectangle sits just above I he 
renter of the hand. 




COUNT** SKfTCHING 



Make a straight line connecting 
the lup lefl inrner uf the 
rttlancle l« Ihe l«ip l~fl edce «f 
I he hand. Nest, conned Ihe tup 
nuhl corner lo Ihe t upright 
edge of Ihe band. 



t onnrrt the other t»u 
comers — lhat iv, connect ihe 
butlum left comer of the 
rectangle lo the bottom left 
edge of 'he band, etc 



Courtesy: Gemoh^ical 
Institute of America 




(.*omp(rte Ihe not bs (racing 
the lop-baik and boltunvback 
of the band. 
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Hazardous Materials: A Citizen's OrlentatI on/Unit 5 



Unit 5: 

HAZARDOUS MATERIALS 
IN THE HOME 



In this unit, you will learn about: 

• Common household 
hazardous materials; their 
effects on people and the 
environment; safe 
alternatives to these 
products; and their proper 
use, storage, and disposal 

• What to do in the event of 
accidental poisoning from 
household hazardous 
materials, including the role 
of a poison control center 
and first aid techniques 

• Hazardous waste disposal, 
the results of Incorrect 
disposal, and suggestions 
for Improving local 
hazardous waste disposal 
programs and policies 



Disposal of household wastes has been a persistent problem 
throughout history. Solutions to many aspecr of Ihis problem are 
surprisingly recent: for example, sewage treatment plants were first 
constructed only 100 years ago. This lag time between problem 
and solution has intensified as technology produces more and more 
household products whose use and disposal constitutes a hazard. 

In an average city of 100.000 residents. 23.5 tons of toilet bowl 
cleaner. 13.5 tons of liquid household cleaners, and 3.5 tons of 
motor oil are discharged into city drains each month, according to 
the Environmental Hazards Management Institute. These figures 
do not reflect the large quantities of household hazardous wastes 
.disposed of in backyards. 

We rely on the drain and the garbage truck for disposing of our 
wastes. Increasingly, however, these methods are becoming 
inadequate for disposing of materials we no longer want. We must 
learn how to manage our household hazardous materials: their 
use. storage, and ultimate disposal. 

COMMON HOUSEHOLD HAZARDOUS MATERIALS 

Toxic chemicals are stored in almost every room of a typical 
American home: cleansers in the kitchen, fresheners in the 
bathroom, and hobby supplies in the workroom, to name but a few. 
Incorrect use of these products may create unnecessary health 
risks for you and your family. In addition, improper disposal of 

hazardous waste 
from these house- 
hold products can 
contaminate our 
land, water, and air. 



The drain and the 
garbage truck are 
increasingly becoming 
inadequate for 
disposing of matenats 
we no longer want. 




5-1 



Courtesy: Emergency 
Management Institute 
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Chapter Twelve 



The Curriculum 
Development Cycle 

by 

Carl B. Gibbs, D.Min. 
Academic Dean 
ICI University 



The Author Car/ is presently the Academic Dean of ICI University, Irving, Texas, a 

distance study institution offering degree level studies in more than 80 
countries. For the last 15 years, Carl has worked exclusively with corre- 
spondence and distance education. For nine years he served as Director 
of Curriculum Development for the Brazilian Extension Schools of 
Theology. 

Carl has written six correspondence courses and continues to actively 
promote alternative education by serving as the President of the Associa- 
tion of Christian Continuing Education Schools and Seminars. 

Introduction , 

Have you ever helped a teenager finish a science project the night 
before it is due? I remember the frustration in our family as we 
rushed to find missing materials, reworked steps that had been 
done out of sequence, and finished the project only to find we had 
left out an important requirement. Exasperated, my wife ex- 
claimed, "Why don't they give directions with these things?" 
"They did," my twelve year old confessed, "I forgot them in my 
locker." 

As you develop a new course or re-evaluate your present curricu- 
lum, I recommend that you keep the "directions" in this chapter 
handy. They present a "bird's eye" view of the eight vital steps in- 
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volved in curriculum development. These steps are assigned titles 
on the outer rim of The Curriculum Development Wheel below 
(hereafter called The Wheel). 



The Curriculum Development Wheel 




The Curriculum Development Wheel 

Quickly over-viewing The Wheel we see that the process begins by 
asking for a "student's profile." With this "profile" in mind, the 
"student's needs" can be assessed. The needs, in turn, are the basis 
for establishing "goals and objectives" for the new course from 
which the content can then be determined. 

Onco the content is determined, the next step is to choose the 
"teaching methods" and the "medium" that will be used to 
present it. After these are chosen, we are ready to decide how we 
will determine whether the student has learned the content. This 
requires that we establish an "evaluation system." 

Finally, we want to know if the course is successfully teaching. To 
determine this, the new course must be field tested (or validated). 
The results of the scores and comments of a sample group of stu- 
dents will determine adjustments that must be made in the course. 
These adjustments, however, should not be the final ones that are 
made. As the course is in use, a system for soliciting and monitor- 
ing "feedback" should be established. This "feedback" will often 
lead to a reassessment of the student and the development of a 
new list of needs, then the process will begin again. 

The questions inside The Wheel represent four broader steps. The 
student profile and needs assessment answer the question "Who 
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is the student?"; the objectives and content answer "What content 
should the new course or curriculum have?"; the teaching and 
evaluation methods relate to questions such as "How will the stu- 
dent be taught?" and "How will we know if the student has 
learned?"; and, finally, field testing and feedback help us answer 
"Why was this course effective or not effective?" Our response to 
these last questions will determine whether we reinforce or 
modify aspects of the course. 

This chapter will briefly overview each of these steps. After you 
have read through the chapter, take advantage of the suggested 
reading list to examine the details of any phase you did not un- 
derstand fully. 

The Student's Profile 

Recently I met with a group of educators to develop a curriculum 
for a new school. The first impulse of all the participants was to 
list the various courses they thought the students should study. 
The list continued to grow until it became apparent that the stu- 
dent would have to study nearly a decade to complete the subjects 
listed. Finally, someone suggested that we begin again by answer- 
ing the questions, "Who is the target audience and what do we 
want them to be able to do when they complete their studies?" 

Note that thes^ questions mark the beginning of the Curriculum 
Development Wheel. To answer the question "Who is the stu- 
dent?" we must examine the student's demographic situation, so- 
cial setting, academic level, time availability, financial ability, and 
motivational level. As an example of how to ask these questions, 
let's imagine we are developing a college course for "baby 
boomers" who want to finish their college degrees. 

Our analysis and applications will only serve as a partial example. 
Your own study should be more extensive. It should include read- 
ing current research, interviewing content experts, surveying po- 
tential students, etc. While this example will be aimed at a large 
audience, your analysis should concentrate, as much as possible, 
on a well-defined target group. 

Demographic Information 

A student profile should answer basic demographic questions 
such as: How much education does the typical student have? 
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How many potential students are there? How many students be- 
tween 35 and 50 are presently enrolled in degree completion pro- 
grams? Where do the students live? What are their occupations? 

Social Setting 

Baby boomers belong to one the most diverse generations in his- 
tory. This was the first generation raised with television and the 
first to be exposed to the "instant and disposable" in everything, 
from foods to relationships. A college education and the computer 
became common for the first time in this generation, and world- 
wide knowledge has more than doubled in their lifetimes. 

We should ask ourselves how the social environment of the pro- 
spective student will affect that individual's study habits and in 
what type of delivery system he or she will learn best. Can we ex- 
pect the typical student to be computer literate or to have a per- 
sonal computer? Will the typical student accept a completely 
print-based course if he or she has been raised to expect fast- 
changing, multimedia presentations? 

Academic Level 

Baby boomers' parents wanted their children to have the educa- 
tional opportunities they had been denied. As a result, no genera- 
tion in United States or Canadian history has more members who 
went to college and more who dropped out of college. Many 
young baby boomers only attended college to please their parents 
and then dropped out to pursue a career or make a social state- 
ment. 

Some questions that you must ask in this profile are: Can a cur- 
riculum designed for this group assume a certain amount of "en- 
try level knowledge" of the basic, introductory college courses? 
How much can you expect them to know about the specific course 
you are developing? This generation was the first to have televi- 
sion, which has become a detrimental factor in their ability to read 
and concentrate. Will the course have to be carefully structured in 
smaller "bite-size" pieces of information with varied teaching 
methods? 

The "boomers" were also the first generation to have computers 
and technology as a regular part of the classroom. Their education 
featured more personal choices, and the training they received 
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tended to be more entertainment oriented with electronic multi- 
media devices. Will the student who is accustomed to electronic 
support systems expect this in a distance education course? 

Financial Ability and Time Availability 

The baby boomers are not as affluent as their parents, but they do 
have a relatively large amount of discretionary income for priori- 
ties although they are often strapped for finances due to in large 
part to "plastic credit." The boomers' decision to pay for addi- 
tional training will be determined more by the perceived need for 
that training than by financial sacrifice. 

The boomers tend to live busy, hectic lives, although they are the 
first generation of Americans to enjoy a 38 hour work week. Just 
as they tend to have discretionary income but are in debt, so they 
have more discretionary time than former generations but are 
overly busy. This is due largely to the new options and opportuni- 
ties that ease of travel and new media devices have given them. 

Living at such an active pace, boomers will probably tend to favor 
education that can be accomplished with the least damage to their 
schedule. On the other hand, they will find and make sacrifices in 
their scheduled time for a training program they highly value. 

Motivational Level 

The tendency to make career changes in their early years has left 
the boomers without occupational security. At the same time, 
their career options shrink as they near retirement. The question 
is: How important is finishing a degree to their life goals? Do they 
see it as a necessary step to compete successfully in the job market 
or for mere personal satisfaction? 

The Needs Assessment 

The second step on The Wheel is to identify the student's needs. 
This does not mean all of the needs, but, rather, needs that relate 
to the material in the new course. Needs, in the context of this pa- 
per, are defined as the differences between where the student is 
and where you want that student to be after he or she finishes 
your course. 
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To determine these needs, I suggest research methods that include 
interviews and surveys of prospective students and group discus- 
sions with other educators in the field of study, business leaders, 
professionals in the field, and so on. A common method is to 
make a pre-assessment of a sample group by giving its members a 
pretest to evaluate their entry-level knowledge. The results are 
later compared with evaluation results after they have completed 
the future course. 

Your goal will be to find out what the prospective students' ex- 
pectations are, what the students perceive their needs to be, and 
how much the students already know. Based on interviews with 
experts in the field, you will need to determine what the student 
must know to be effectively trained in the area. 

With this information is mind, think of an average student. (If you 
know one personally, think of him or her specifically.) Now with 
this person in mind, list what you think he or she knows about the 
subject of the course in three areas: 

KNOW: What is the student's entry-level knowledge about 
the subject of the course? What must be learned? 

BE: What values, beliefs, and attitudes toward 

the subject of the course does the student hold? 

DO: What skills does the student already have that do 

not need to be taught again? 

Now, on a second piece of paper, do the same exercise but, this 
time, describe what the student needs to know, to be like, and to 
be able to do when he or she " finishes" the course. Do not be con- 
cerned with restricting the list at this point. That will come at a 
iater step in The Wheel. 

Now combine both lists. Turn a piece of paper lengthwise and di- 
vide it into three columns. Label the left column "Where the stu- 
dents are." Label the right column "Where the students should 
be." Finally, in the gap between the two, write: "How to get from 
here to there" or simply, "the needs." 



Where the Student Is 




The Needs 




Where the Student 










Should Be 
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I strongly recommend that this exercise be completed by a group 
of content experts who know both the target audience and what 
information must be taught. The result of the exercise should be a 
full list of "needs" from which the objectives of the course will be 
derived. 

The Course Objectives 

At this point in The Wheel we are moving from examining "who" 
the student is to determining "what" we will teach him or her. 
You will notice that the answer to this question is directly related 
to the list of needs that were created in the last step. 

First, the list of needs must be reduced to what can be taught in 
one course. A "purpose statement" for the course is an excellent 
place to start to determine what needs must be eliminated. 

Purpose Statement 

The "purpose statement" is a description of what the student will 
be like "after" the instruction. It should not describe what the stu- 
dent will be doing throughout the course; rather, it should relate 
what the student will be able to do when he or she completes the 
course. This is not a course description in a catalog, it is a state- 
ment of what the instruction will do for the student. 

The statement should also define the uniqueness of the instruc- 
tion, limit the parameters of the instruction, and identify potential 
students. Here is an example for a course on curriculum develop- 
ment: 

The purpose of this course is to train distance education educators 
to use the eight steps of curriculum development in the production 
of their own distance education courses. 

This statement restricts what will be taught to the eight steps of 
curriculum development and identifies the students as distance 
education leaders. The "purpose statement" looks toward the fin- 
ished product: students who are trained to produce courses in 
their own programs. Notice that it also identifies the uniqueness 
of the content to the medium of distance education. 

Your "purpose statement" may not be this specific, but it should 
be specific enough to enable you to reread your list of needs and 
cull out those that are peripheral to your purpose, beyond the 
scope of your purpose, and those that are redundant. 
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Let me caution you to exclude objectives that are aimed so far into 
the future that they cannot be obtained within the time restric- 
tions of the course. An example might be, 'The student needs a 
lifelong habit of " 

From Needs to Objectives 

On a new sheet of paper outline the reduced list of needs on the 
left side of the paper under the caption, "The Students' Needs/' 
On the right side of the paper label a column "Objectives." Now, 
translate each need into an objective by looking at the need and 
completing this phrase: "When the student finishes this course, he 
or she should be able to . . . ." Here is an example: 



The Student's Needs 

Understanding the target audience 
for which he or she is writing. 



Objectives 

Writing a five page profile of a 
student for whom he or she might 
write an extension course. 



Educational objectives should begin with a verb that requires a 
measurable response and describes what the student will be able 
to do — not what the teacher will do or teach. Avoid verbs such as 
appreciate, believe, understand, and know. Instead, use verbs like 
recite, contrast, write, compare, construct, assemble, and distin- 
guish. (See Chapter Five on writing objectives in this Handbook.) 

Classify and Prioritize 

The list of objectives should include some broad, over-arching 
goals and many specific goals that will enable the student to fulfill 
the broader goals. At this point, classify the larger objectives and 
label them course objectives or goals. Under each of these, list the 
lesser objectives that relate to them. The broad goals will become 
the units and lessons of your course, and the more specific en- 
abling objectives will define the content of the sections of each les- 
son. 

The Course Content 

If the analysis of the needs and the statement of objectives are well 
done, the content of the course will develop naturally out of these 
objectives. Beside each objective, place the subject content that 
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must be learned in order to accomplish that objective. Sometimes 
the objective is accomplished with a learning activity. Write these 
down as well. 

At this point you will have a large list of possible subjects and 
proposed activities that will be too much for one course. In order 
to reduce this list to a manageable size, you will have to answer 
these three questions: 

Scope: What will the course include and what will it 

exclude? 

Balance: What subject matter will have priority in space and 
time? 

Sequence: In what order will the subjects be taught? 
Scope and Balance 

You can answer the first two curriculum questions by creating a 
simple grid called a "Two by Two Chart. " Follow the example 
given below and make a spreadsheet with the objectives listed on 
the left, vertical column. Then list the prospective subjects and ac- 
tivities across the top of the page and make a grid with a line from 
each objective intersecting with the topic and activities in the top 
column. 



OBJECTIVE 1 














OBJECTIVE 2 














OBJECTIVE 3 














ETC. 















Two by Two Chart 

The purpose of the grid is to show the relationship of each objec- 
tive to the data in the horizontal column. Evaluate each objective 
against the items listed on top of the page. When the objective is 
met or partially met by a subject or activity, mark the box where it 
intersects with the objective. 

It is possible for one subject or activity to apply to the same objec- 
tive or for one objective to be met by several items in the horizon- 
tal list. 
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<>> / X / °0 / T 



Co / X 



OBJECTIVE 1 


X 


X 










OBJECTIVE 2 






XXX 


X 






OBJECTIVE 3 












XX 


! ETC. 















Completed Tzvo by Juki Chart 

When you finish making these calculations, look for areas of over- 
emphasis and redundancy. At the same time verify that each ob- 
jective is adequately covered. You can do this by simply 
evaluating your "X" responses. Is an objective excessively treated? 
If so, you may want to exclude some item from the list on the top 
of the chart. In the same way, you will want to ask what objectives 
are not adequately treated and then add to the list. These types of 
decisions determine the scope and balance of your course. 

Sequence 

Deciding on the sequence in which topics will be taught is always 
a ciucial matter. Here are just a few options to consider: 

- The most dated to the most recent 

- The simplest to the most complex 

- The specific to the general 

- The general to the specific 

- The first step to the last step 

- The facts to the principles 

- The principles to the application 

One crucial question in determining the sequence of learning is, 
Does the student have sufficient information at every point in the 
process to move step-by-step in the learning process? In other 
words, what knowledge is necessary to proceed to higher levels of 
learning? Does the student know the basic facts and understand 
the key concepts? 

A second question is whether the sequence is both efficient and ef- 
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fective. By this we mean that it not only presents all the data in a 
logical form but also that it is effective in motivating the student 
to learn, apply, and retain the information. To do this the se- 
quence may require repetition, an overview, a review, examples, 
case studies, and so on. 

Before moving to the next step in The Wheel, study your "subject 
and activity" list. Look for an inherent sequence in the subjects 
and ask yourself the questions related to sequencing. At this 
point, you should be able to propose a sequence of instruction. 

The Teaching Methods and Media 

Once we know "what" we will teach, the next question is: How 
will we teach it? and, similarly, How will we know if the student 
has learned? The first question relates to the teaching methods 
and media delivery system; the second to the process of evalua- 
tion. 

Selecting the Teaching Method and Instructional Model 

In the previous step we progressed from the objectives to specific 
statements about the content that will be taught. Now we are 
ready to consider "how" this content will be taught. This includes 
the teaching methods used, the instructional design of the course, 
and the medium of delivery. 

In planning "teaching methods," do not restrict yourself to the lec- 
ture method, so common in the traditional classroom. Can your 
course include case studies in which the student must give a per- 
sonal opinion?. Can you tape an interview with an expert in the 
field to give variety to the voice of the teacher? Can the students 
interact with each other through an "on-line" electronic mail sys- 
tem? 

There is no ideal instructional design model. Although there are 
some basic models suggested, each course must be written with 
its unique goals and target audience in mind. However, here are 
some key principles that can help you to produce successful teach- 
ing methods: 

1, Students learn best when they have advanced organizers that 
inform them of the course's direction of progress and what v« ill 
be expected of them. A "must" for any distance education course 
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is the advanced organizer at the beginning of the course and at the 
beginning of each unit or chapter. This organizer generally over- 
views the material and assignments to come and staves the lesson 
objectives also. 

2. Students learn best when information is presented in easily 
digestible bites of instruction. In other words, the course should 
take into account the student's attention span. A good principle is 
to break up long pages of text with subtitles and diversify long 
taped lectures with illustrations or interviews. 

3. Students learn best when they are actively involved in the 
learning process. The student should be required to interact regu- 
larly with the materials through questions and assignments. It is 
particularly beneficial if this interaction is interspersed through- 
out the lessons, not just at the end of units or the end of the entire 
course. 

4. Students learn best when they see an application to their 
own lives. The higher levels of learning require a student to be 
able to apply knowledge to his own situation and even create his 
own product or develop his own ideas. The learning method that 
is implemented should give the student regular opportunities to 
make such applications. 

5. Students learn best when they have immediate feedback. 

This implies that when students are asked a question they need to 
see the correct answer as soon as possible. General review ques- 
tions in the course need to make the answers immediately acces- 
sible to the student, and exams and papers should be graded and 
returned as soon as possible. 

6. Students learn best when they are given reviews of lengthy 
blocks of instruction. For this reason, it is advisable to provide a 
review exercise (questions, activity) at the end of each lesson. A 
periodic review of key concepts for an entire section or unit is also 
helpful. 

With these principles in mind, let me suggest a possible instruc- 
tional design that includes all of these elements: First, it would 
use advance organizers for the course itself and for each module 
(unit or lesson) of instruction. An advanced organizer gives the 
student a global idea of the material that will be studied, activities 
that will be required, and major objectives that must be accom- 
plished. 
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To fulfill principle two, it is necessary to divide the course into 
modules (lessons) of instruction that are, in turn, divided into 
teaching-learning units (TLUs). To apply principles three, four, 
and five, each TLU would begin with a performance objective and 
be followed by a set of materials and learning activities, a method 
of self-evaluation related to the objective, and a provision for veri- 
fication of the learning. 

Principle six could be applied by using a closing summary and re- 
view exercise (quiz, questions, etc.). The entire unit and course 
could also have a review and evaluation section. 

The instructional design of the lesson we have just described 
might be illustrated with the figure below. Note that the arrow on 
the left points toward the TLU. It represents the advance orga- 
nizer. The circle with intermittent arrows represents the TLUs 
(there is only one pictured) composed of: (1) a performance objec- 
tive, (2) learning material and activities, (3) a self-evaluation ele- 
ment, and (4) feedback for the student. Finally the arrow pointing 
back toward the lesson represents the review and evaluation at 
the end of the section of study. 



Lesson Plan 




Instructional degisn of the lesson described. 
Selecting the Delivery System 

A vital question in designing a course of study is what medium 
will be used to present the course. Will it be completely print 
based? Will voice tapes or video lectures be used? Will the stu- 
dent study with a modem and computer? Will the student be able 
to contact a mentor by phone, letter, seminar, or personal visit? To 
answer these questions we must consider the motivation of the 
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students, the content to be taught, and the resources of the school. 

If the course is completely print based, you must ask yourself if it 
should be typeset and printed professionally or run off on a per- 
sonal computer and photo copied. Will the instruction be by the 
"guided research method" or will it be tightly structured? 

Cassette tapes have the advantage of being inexpensive and rela- 
tively easy to produce. An actual lecture can be duplicated and 
the printed aspect of the course limited to instructions on how to 
use the material and assignments. If tapes are used, care should be 
taken that the sound is clear and that the speaker does not ramble 
in his or her presentation. An accompanying printed outline for 
the student is helpful. 

Videos are commonly used in distance education, but in general 
they are not well received unless they are professionally pro- 
duced. Hours and hours of a "talking head" approach bore stu- 
dents who have been raised with television. This method also 
restricts the environment in which study can take place; the stu- 
dent will have to be near a TV for hours at a time. 

The computer modem method is exciting and has massive poten- 
tial for future development. However, large numbers of students 
are necessary to finance the equipment and software programs 
and students will have to be equipped with the "right hardware." 
Of course they will also need to be willing to pay extra for the ad- 
vantages of learning by computer. This method is also labor inten- 
sive for a school as a professor will have to be directly involved 
with the learning process. 

The Evaluation System 

After deciding on the method of delivery for the course the next 
logical step is to decide "how" it will be possible to determine 
whether the student is learning or not. In most cases, it is also nec- 
essary to establish to what extent the student has learned the ma- 
terial. 

Formative Evaluation 

The student should not have to wait until a mid-course exam or fi- 
nal exam to know if he or she is learning. Throughout a distance 
education course students should have practice tests and projects 
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that help "form" their understanding, even if these are not part of 
the final grade. This type of evaluation is called "formative" 
evaluation. 

If the formative evaluation is graded by the school, the instructor 
will have an opportunity to give the student feedback and redirect 
his or her learning before a concept is learned wrongly. Small vic- 
tories in the formative evaluation not only prepare the student for 
the evaluation on which he or she will be graded, but also build 
the student's confidence. 

Summative Evaluation 

The difference between formative and summative evaluation is 
that the first is meant only to help form the student's understand- 
ing; it is not meant to grade the student. The latter is meant to 
make a "summary" assessment of the learning process and to 
award the student a grade. 

Summative evaluations can be long objective exams, essay ques- 
tions, projects, research papers, and so on. Ideally, no method 
should be used exclusively. The advantages of the objective test 
items are that they can test specifics; they can be graded on a scan- 
ning machine; and they provide an objective testing instrument. 
Their primary disadvantage is that they generally do not evaluate 
higher levels of learning as easily as other methods. 

By contrast, written assignments are ideal for evaluating learning 
on the higher levels but they are labor intensive and invariably 
add a subjective element to the grading process. 

Criterion-Referenced Testing 

No matter what method is used, the golden rule of evaluation is 
that it must be criterion referenced. This means that all the ques- 
tions should respond directly to stated objectives. The list of objec- 
tives stated earlier should serve as a guide to writing questions 
and making assignments. The student should not be required to 
do anything that was not given in one of the objectives. In fact, it 
is a good idea to keep a file that indicates the objective on which 
each question and assignment is based. This will be invaluable in 
the assessment of the course and the evaluation system. 
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The Field Testing 

The final two steps in The Wheel evaluate the course rather than 
the students. These steps include a process of field testing and a 
system for providing ongoing feedback from the students. The 
question asked in both steps is: Why was the course effective or 
ineffective? From this question comes a fresh look at the course to 
reinforce or correct its curriculum. 

Once the preliminary draft of the course is complete, it should be 
sent to a content expert for a review. It is a good idea to give the 
content expert detailed instructions concerning his or her task. A 
form, listing the key areas of concern, should be used to focus the 
expert's attention on the areas of concern for the institution. 

If time and finances allow, the course should also be field tested. 
This testing is carried out from three perspectives: The analytic, 
the descriptive, and the experimental. The analytic perspective re- 
fers to the analysis of statistics such as the student's marks, ques- 
tions consistently missed, time spent on each lesson, and the 
results of pre-tests and post-tests. In this phase of the field test a 
pre-test is developed that is based on the key objectives of the 
course. The purpose of administering this test is to determine the 
entry level knowledge of the student. The second step is to ana- 
lyze the results of the normal course evaluation process. Are some 
questions always missed? Are some lessons or units more difficult 
than others? Finally, the students will be given a post-test. This is 
based on the same objectives as the pre-test although the ques- 
tions themselves should be different. By comparing the two, the 
institution can easily determine the effectiveness (or ineffective- 
ness) of the instruction. 

The descriptive perspective is not based on the objective data of 
students' grades but on the students' perceptions of the course. 
For this analysis a feedback survey should be created. A typical 
survey will have bipolar, unipolar, and open-ended questions. Bi- 
polar questions are those that ask the student to choose between 
two contrasting adjectives such as "interesting /uninteresting" or 
"difficult/easy." These questions can be improved by asking for 
levels responses such as in the example below: 

I found lesson seven to be: 

Difficuit_ Fairly Difficult_ About Right Easy_ Too Easy 
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Another type of bipolar question asks for a number value rather 
than adjectives. The advantage is that the negative and positive 
numbers can be added and comparison can be easily calculated as 
the following example indicates. 

I found lesson seven to be: (circle one) 

DIFFICULT -5,-4, -3, -2, -1,0+1 ,+2, +3, +4, +5 EASY 

Unipolar questions do not give contrasting adjectives but specify 
the object for which the student is to give his opinion. Here is an 
example: 

Check the Lessons that you found were difficult for you. 

Lesson 1 

Lesson 2 

Lesson 3 

Lesson 4 

Lesson 5 



No survey is complete without an opportunity for the student to 
write his or her perceptions of the curriculum. To stimulate and 
direct the student's thinking, a form should be provided that asks 
leading questions which require a short answer such as: "How do 
you feel this course will help you in your work? or "What did you 
like or dislike about this course?" Like the pre-test and post-test, 
these questions should cover the primary objectives of the course. 
They should also include inquiries about the delivery system and 
student services. 

Occasionally, a school will want to experiment with two delivery 
systems and may use the "experimental perspective" in field test- 
ing. In this method, each group is given an alternative course. 
Both groups would take the same pre-test and post-test and the 
results would be compared. For example, one group might use a 
print-based curriculum and the other have a video supplement. 
The results of both would be contrasted for their effectiveness. 
The effectiveness is calculated by striking a balance between the 
student reaching the stated objectives and the cost to the institu- 
tion. This price must include the operating costs as well as the de- 
velopmental costs. 

In any field testing, do not overlook the opportunity to have the 
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student record the time spent on each lesson and assignment. This 
information provides valuable insight about possible problems 
with balance and work load. 

The On-Going Feedback 

Once the course is produced, the evaluation process is not over. 
The school should continually monitor and record the results of 
the exams. The student should also have a means of making direct 
feedback to the school, perhaps through a form that is filled out at 
the end of the course or through occasional interaction with an in- 
structor. The school, in an ongoing process, must systematically 
evaluate this feedback and adjust the course accordingly. From 
this information, questions should be asked such as: Are certain 
questions consistently missed? Are parts of the course confusing? 
Are some assignments unclear, too easy, or too difficult? A feed- 
back process will discover the answers to these questions and ad- 
justments can be made. 

In any area of study, knowledge is exploding at an incredible 
pace. It has been estimated that half of all the knowledge recorded 
in the world today has been discovered since 1984. It goes without 
saying that courses need to be updated regularly and a new text- 
book chosen periodically. 

Feedback does not always result in adding to the curriculum of 
the course. Sometimes it may demonstrate that the objectives can 
be achieved less expensively by reforming assignments that are 
less labor-intensive for the institution. 

A crucial tool for evaluating a school's entire curriculum is the 
"outcomes assessment/ 7 This is a study of the effectiveness of the 
curriculum in the life of the student after he or she has graduated. 
Although this evaluation tends to be done at the macro (entire 
curriculum) level, it also includes questions at the micro (indi- 
vidual course) level as well. 

Conclusion 

This completes The Wheel Although you may be tempted to skip 
some of these steps, keep in mind that each step that is deleted 
will diminish your ability to focus on the task at hand. As the ad- 
age states, "The person who aims at nothing will always hit his 
goal." The purpose of the curriculum development process is to 



219 




212 



The Curriculum Development Cycle 



help you "aim" your instruction toward effective teaching. Here 
are some negative consequences of ignoring steps in the process: 

1. Without the student profile, you will have no basis on which 
to evaluate the students' needs. 

2. Without the needs assessment, there will be no basis for estab- 
lishing course objectives. 

3. Without establishing objectives, there will be no basis for de- 
termining the content of the course. 

4. Without a clear idea of the scope, balance and sequence of the 
content, there will be no basis on which to determine teaching 
methods and medium to use. 

5. Without care in selecting the teaching methods and delivery 
system you would find it difficult to fairly evaluate the 
student's success. 

6. Without a criterion based evaluation system, you will have no 
way to perform a meaningful field test. 

7. Without a field test, the only process for knowing if the 
course is effective is by teaching it and waiting for feedback. 

8. Without an ongoing process of soliciting and monitoring 
feedback you will not be able to determine whether the course 
is successfully teaching. 

Looking at the art labeled "The Curriculum Development Wheel" 
at the beginning of this chapter, you will notice that there is an ar- 
row between feedback and the profile. This indicates that the 
feedback leads us to reassess the student and his needs again and 
The Wheel repeats its cycle. Even after the course is complete the 
institution should periodically think through the circle for oppor- 
tunities to improve the course, cut its expenses, or adapt it to 
changing needs of the target audience. 
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He has chaired NHSC workshop committees, authored a major publica- 
tion (Outcomes Assessment Handbook), served on the Research and 
Educational Standards Committee, and served with distinction on sev- 
eral examining committees. 

He is a "can do" supporter of the NHSC and has volunteered hundreds 
of hours of his time to NHSC over the years. Rob received the "NHSC 
Distinguished Service Award" in April 1993. He has worked in all 
aspects of running a home study school His expertise in the home study 
field is reflected in this chapter on financial analysis. 

Introduction 

Have you ever heard of schools that charge no tuition? Yes, there 
are some! How about developing new courses without any ex- 
pense? Unlikely. Even the most generous schools who charge no 
tuition incur expenses in course development. 

Whether you are an up and coming course developer or the new 
CEO of a school, you have to be aware of the cost factors inherent 
with the development of new courses and the operation of 
schools. Likewise, you will also be called upon to propose and /or 
approve pricing strategies for new courses that will have a direct 
bearing on your "bottom line/ 7 
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To help you along, here some fundamentals of cost accounting 
and pricing strategies presented from the perspective of propri- 
etary education. By reading this chapter in the next few minutes, 
you should be able to: 

1. List typical fixed costs in your school; 

2. Demonstrate which costs are variable based on enroll- 
ments; 

3. Explain how "contribution" is determined; 

4. Calculate a basic break-even enrollment volume; and 

5. Explain the affects of different pricing strategies. 

Let's start with a quick look at the dictionary of basic accounting 
terms as they apply to course development and school operations. 

Accounting Terminology 

You probably already have a good grasp of most of this material, 
but here are the basic principles for figuring out what your costs 
are and how they will affect your pricing strategies and the bot- 
tom line. 

• Fixed Costs: Let's say you rent an office, equip it with furniture 
and equipment, insure it, and pay yourself and an assistant a sal- 
ary. If you do no business and pay no other bills but these "start 
up" costs, you are paying fixed costs. Within certain enrollment 
levels, fixed costs are those that will not vary with enrollments. 

In more concrete terms, some of your fixed costs will be: rent, in- 
surance, management and administrative salaries, depreciation on 
equipment, insurance, basic supplies and course development ex- 
penses. 

Course development as a fixed cost? Yes. Even if you are the one 
creating a new course, your investment of time comes at a price. 
Since you can't begin to recoup your investment, you need to am- 
ortize the cost of course development out over a period of 3-5 
years. 

Think of course development costs as a research and development 
. expense. On the other hand, you might be able to greatly mini- 
mize "R and D" for new courses by purchasing already published 
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textbooks and study materials. Such a strategy will transfer what 
you might have spent on course development into the price you 
pay a publisher for the materials. If that sounds like it might be a 
variable cost, you're right! 

• Variable Costs: As you enroll students, you incur added costs. 
Ideally, these fluctuate with your enrollment volume. In reality, 
you need to estimate the costs needed to service given levels of 
enrollments and then translate those costs into an estimated cost 
per unit (enrollment). 

Costs that are considered variable would be: mail room expense 
(including rent), postage and freight, new enrollment processing 
and fulfillment, grading of exams, updating and revising course 
materials, advertising, marketing and direct sales expenses. 

Wouldn't some of the advertising and sales expense be considered 
fixed costs? Yes, but for many schools, budgets for advertising 
and sales departments can be a function of enrollment volumes. 
As a CEO, it is your way to reward a department that does a good 
sales job. The better they do, the more enrollments you get, and 
the bigger their budget becomes. 

As an aside, the sales or advertising budget may also be tempered 
by course completion rates and/ or average tuition realized per 
student. 

• Advertised Tuition: This would be the tuition for a complete 
course, including all kits, supplies, etc. 

• Average Tuition: It may come as a surprise, but many schools 
are able to collect only a percentage of the full tuition. Given pay 
as you go plans or enrollment contracts with cancellation provi- 
sions, some schools will end up with average (realized) tuitions 
amounting to 50-80% of the full amount. 

• Contribution: In business schools, this is known as "contribu- 
tion to profit and absorption of overhead." For us, it means what 
remains when you take the average tuition per student and sub- 
tract variable cost per student. 

• Operating Margin: Tuition revenues less the fixed costs and 
variable costs yield the operating margin. Costs higher than tu- 
itions result in an operating loss while revenues exceeding fixed 
and variable costs provide for an operating profit. 
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• Allocation: Let's say that you have several courses. Take your 
fixed costs and apportion them out to each course. That is an allo- 
cation of fixed costs. 

• Breakeven Point: This is the number of enrollments needed for 
you to achieve an operating profit. Fixed costs divided by the con- 
tribution per enrollment gives the Breakeven point. 

• Target Volume: An enrollment volume that you would like to 
achieve in order to have a comfortable operating profit. 

• Relevant Range: Your fixed and variable cost estimates will be- 
gin to vary with enrollment volumes and with maturity of the 
school. A start-up school will have minimized fixed costs, but it 
will reach an enrollment level at which additional facilities and 
personnel will be needed. Have an understanding of what the rel- 
evant range of enrollments is for your cost scenario. 

That's quite enough for now! Take a short break, run through the 
terms again, and jot down any questions you have. Our next sec- 
tion will begin to demonstrate the process of financial analysis. 



Summarizing Fixed and Variable Costs 



Let's assume that you are a start up school, renting minimum 
space, with a modest staff committed to launching your can't miss 
"Accounting for the Masses' 7 course in the next six months. Here 
is what you have found after some digging through your start up 
check register in order to estimate costs: 



Fixed Costs (per year) 



Rent 

Administrative 

Utilities 

Depreciation 

Insurance 

Supplies 

Course R&D 



$30,000 
50,000 
11,000 
9,000 
2,000 
3,000 
30,000 



Sum Fixed Costs $135,000 



Variable Costs (per unit) 

Course materials $30 
Postage & freight 10 
Enrollment processing 20 
Exam processing 35 
Course updates 10 
Direct sales 10 
Advertising 25 
Sum Variable Costs $140 
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In this illustration of costs, we are expensing new course develop- 
ment at the rate of $30,000 per year for this course. An alternate 
strategy would be to charge it off as a variable expense by increas- 
ing the "course materials" cost by perhaps $50 per unit. If we as- 
sume $150,000 development cost to be charged off, it would 
require 3,000 enrollments to recover the cost. The sooner sales 
reach that number, the sooner the cost is recovered. 

Revenues and Contribution 

The marketing guru for your school is proposing two pricing 
scenarios for the Accounting course. "Plan A" involves a "com- 
petitive" price, a modest advertising budget of $25 per unit, and 
an expected yield of 1,000 enrollments with an average (i.e., real- 
ized) tuition of $475 per student. 

An alternate "Plan B" is also proposed, which doubles the per unit 
advertising cost (to $50 each), lowers the advertised tuition to 
$595, hopes for 1,500 enrollments per year yielding $425 per stu- 
dent. 

In both cases, fixed costs are estimated at $135,000 per year. Vari- 
able costs are pegged at $140 per unit for "Plan A" while the vari- 
able for "Plan B" increases to $165 each. Here is a summary of the 
expected yearly revenue and expenses for both plans: 





Plan A 


PlanB 


Advertised tuition 


$795 


$595 


Average tuition 


$475 


$425 


Enrollment volume 


1000 


1500 


Gross revenue 


$475,000 


$637,500 


Minus: Fixed costs 


(135,000) 


(135,000) 


Minus: Variable costs 


(140.000) 


(247.500) 


Operating Margin 


$200,000 


$255,000 


Average tuition 


$475 


$425 


Less: Variable each 


(140) 


065) 


Contribution each 


$335 


$260 


Fixed costs 


$135,000 


$135,000 


Divide by contribution 


$235 each 


$260 each 


Equals: Breakeven point 


403 units 


519 units 



The strategy advocated under "Plan B" might be that of a school 
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entering a market in which there are existing, established courses. 
Presumably, those courses have a lower cost structure. To com- 
pete, "Plan B" offers a more aggressive "lower than market" tu- 
ition, accepts a lower average tuition and relies on heavy 
advertising for market penetration. The increase of 500 enroll- 
ments over "Plan A" would come either from an expansion in the 
market or out of the competitor's share. 

Demonstrating Breakeven Strategies 

A very easy way to demonstrate breakeven analysis is by the use 
of line charts with "X" and "Y" axis. On each chart, you plot the 
first line ("A: Total Cost") showing the combined fixed and vari- 
able costs for a relevant range of enrollments. Your second line 
("B: Revenue") illustrates gross revenue based on enrollments 
multiplied by the average per enrollment tuition. The point at 
which the "Revenue" line passes the "Total Cost" line represents 
your breakeven point in units. 

Here are two illustrations demonstrating the breakeven analysis 
for using our figures for "Plan A" and "Plan B" with an enroll- 
ment range of 0 to 1500 units per year. 
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Plan B: Breakeven Point 
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Summarizing Financial Analysis 

Course development involves expenses, but it also involves rev- 
enues in excess of expenses. Your ability to tell the difference be- 
tween fixed costs and variable costs may be one of the most 
important components in developing a course pricing strategy. 

In a start-up school with one course, as we have illustrated, alloca- 
tion of expenses and calculation of a breakeven point is fairly 
simple. Larger schools with more courses and higher overhead 
costs require more complex cost allocation procedures and more 
than likely a full time accountant to do it! 

But, no matter what your size, the courses you develop have to 
earn more money than they cost! Whether you decide to fund 
course development internally or rely on external sources, be sure 
you can perform the simple financial analyses outlined in this 
chapter. 
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Chapter Thirteen— Home Study Course Development Handbook 



Conclusion 



Take a look at your financial records, no matter what your size. 
Do you have the ability to extract information in order to perform 
cost allocations and breakeven analyses? 

Think about your operation and where your monies are ex- 
pended. What are the fixed expenses and what are variables that 
you could eliminate in short order in a period of decreasing en- 
rollments? 

We tend to get wrapped up in the day to day problems of devel- 
oping and revising courses and always searching for greater en- 
rollments. Make a resolution to devote some time next week to 
thinking about this chapter and how it might affect your way of 
doing business. 
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Three New Books from the National Home Study Council — 



NHSC Handbooks 

Introducing the all-new Advertising Handbook, and revised editions of the Course Development Handbook, 
and the Student Services Handbook: 

| Advertising Handbook — 

This 122-page guide is a collection of articles on direct response advertising — it presents "real 
world" advice on how to create the most effective ads for home study courses. Topics include: 

• Ad Features that Sell • How to Write Headlines 

• How to Write Ad Copy • Testing Home Study Advertising 

• Effective Tracking and Measurement of Responses • Creating a Winning Home Study Ad 

• Working with Media Sales Representatives • Television Advertising 

I^J Student Services Handbook — 

This practical Handbook discusses the how-to's of student services. Topics include: 

• Total Quality Management • Communicating with Your Students 

• Organizing the Student Services Department • Testing and Student Services 

• Supervising Instructional Staff • Grading Student Assignments 

• The Record Keeping Function • Motivating Students 

I Course Development Handbook — 

This 13-chapter Handbook is a collection of current, practical, and essential guides on how to 
develop a correspondence course. Topics include: 

• Supervising Course Authors • Total Quality Manuscripts 

• Writing Examinations • Motivation through Interaction and Media 

• Designing a Home Study Course • Desktopping Great Looking Courses 

• How to Develop a Degree Program • Preparing Instructional Objectives 

• Managing Text Readability • Financial Analysis in Course Development 

Order your copies today! 

I I 

Order Form for Handbooks 

Please send me: 

□ Home Study Student Services Handbook, $25 

□ Home Study Course Development Handbook, $25 

□ Home Study Advertising Handbook, $25 

□ All 3 Handbooks, $65 (save $10)! 

Total Enclosed (U.S. funds only. Non-U.S. orders add $20 per book for shipping.) 

Name: 

Institution: 

Address: 



Street Address City State ZIP 

All order must be prepaid. Please make check payable to "NHSC" and send with this form to: 
Publications, NHSC, 1601 18th Street, N.W., Washington, D.C 20009. 
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National Home Study Council 
T601 18th Street, N.W* 
Washington, D.C. 20009 
(202)234-5100 



